Preparation Outline for a Speech

(To see an example of a full-sentence formal speech outline see handout 

titled “Formal Speech Outline” on Migraines)

A preparation outline is a detailed, full-sentence outline which specifies all critical elements of the speech including the title, general purpose, specific purpose, thesis statement, introduction, main points, subpoints, transitions, visual aids, citations, conclusion and bibliography. 

Example:

Name:


Susie Smith

General Purpose:

To Inform (or Persuade, etc.)
Specific Purpose:

To Inform my Audience about the Dangers of Mittens (?)

Practice Time Average:
6 min. 25 sec. (Average all your Timed Practices – Cut if Long, Add if Short)
Title

I. Introduction 

A. The Introduction of a speech should contain the opening statements of a speech.

B. The Introduction also includes the thesis of the speech – a kind of preview.
C. Typically the introduction will comprise 20% of delivery time of the speech.

D.  It is also best to use “attention getters” in this portion of the speech.

***At this point there should be a transition from the introduction to the body.

II. Body

A. The body of the speech can contain 3-4 main points about the central idea being presented.

1. For each main idea subpoints may be included to help discuss the topic further.  

2. You may have citations to lend credibility or quotes to draw in your audience.
Transition

B. The bulk of the speech is usually centered in the body of the speech.

1. Thus typically comprising 70% of the delivery time for the speech.

2. You should note what visual aids you plan to use and when you will incorporate them into the speech.

Transition

C. This would be the third main point and remember to add visuals to keep the audience engaged.  

1. Cue visuals

2. Check time

***At this point there should be a transition from the Body to the Conclusion.

III. Conclusion

A. The closing statements of a speech will sum up the three main points of the speech.

B. Typically this aspect of the speech will comprise 10% of delivery time. 

IV. Bibliography (This can be an additional outline number, an additional page, or an additional paragraph with the title Bibliography centered at the top.)
A. In this portion of the outline a list of all sources used in the preparation of the speech will be included.
B. APA format.

Speaking Outline

A speaking outline is a brief outline that contains memory-enhancing cues and notes for the speaker.  This is just one example of how you could do your speaking outline.  Using a larger font helps visibility.  Other examples include portions of your outline on index cards.  
Example:

I. Introduction 

A. Opening of a Speech

B. Thesis

C. “Attention Getter”

**Transition

II. Body (Remember Visuals)
A. Bulk of the speech

1. Sub-Points

2. Mini Transition between each section of body.

B. Delivery cues

1.
Sub-Points

2.
Mini Transition

C. Main points 

1.
Sub-Points

2.
Watch Time

**Transition

III. Conclusion 

A. Summary

B. Thesis Re-Statement

C. Closing 
IV.
Bibliography
