Six Steps Towards Easy Speech 

1. Random Idea List (1st Sheet)

· List of Ideas to Cover in Speech.

· Thoughts in No Particular Order

2. Specific Purpose Statement (2nd Sheet).

· Blank space at top of sheet for Introduction.
· Below blank space, write SPS in prose form,  answering these questions:


· What are you talking about?

· How to approach topic?

· What’s in it for me?

3. Organization

· Identify 3 or 4 categories from Random Ideas.
· Eliminate notes that do not fit OR modify SPS to include them.
· Transfer selected random ideas to 2nd sheet.

· Main categories in order of presentation.
· Space between points for later ideas.
· Show where visual aids (if any) to be included.
4. Add Introduction and Conclusion.

· Introduction:

· Simple and direct.
· Key points written on page 2 above SPS.
· Memorize 1st sentence or two of Introduction: Deliver with Drama/Force.
· Conclusion:

· Repeat Introduction and SPS.
· Simply and dramatically review main points.
· Remind audience why topic is important to them.
· Keep short (No Filler).
· Have memorized.
5. Rewrite Notes (3rd Sheet).

· Recopy organizational notes (Page 2) on this sheet.

· Key words only.

· Large print with Bold Pen.

· Different colors and different styles for letters.

· Connecting words replaced with ‘dashes’ or ‘slashes.’

6. Practice, Practice, Practice from Rewritten Notes.

From: John Portune, ATM-Bronze, “Why Does it Take Me So Long to Prepare a Speech?”, The Toastmaster, December 1999, pp. 24 –26.

