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Encyclopedic Reading in English

1. Steps to Preparing a Speech

Speakers may have different ways of preparing a speech, but they often agree to
follow certain steps during the preparation. These steps but roughly indicate what
speakers usually do in preparing a speech. You may refer to them, though you do not
have to follow them too rigidly.

Setp One

Your first job is to decide on a topic and specific purpose unless they are assigned by
others. A good topic is prerequisite® for a successful speech. To pick a suitable topic,
you have to have a good understanding of the audience, the occasion, and yourself.
With regard to the topic, you should then decide on the general purpose and the specific
purpose of the speech. To decide on the general purpose just means to decide whether
the speech is designed to inform or to persuade. Narrower than the general purpose, the
specific purposes should state precisely what effect the speech intends to make on the
audience. The specific purpose functions as the foundation on which all points are built;
it also functions as a standard against which all points are measured.

Step Two

After deciding on the topic and purpose, you should start collecting relevant ideas
and materials. There are three available sources: First, search through your mind;
second, use publications; third, interview others who may help you. This is a time-
consuming and decisive process. During this process, it is quite often that you may adjust
or change the topic you have determined before because you may find a material needed
is insufficient or absent. You are advised to make some use of note cards in such a way
that they can really help when needed. -

Step Three

The next job is to plan the body of the speech and organize the materials into a
structure. At this step, you should determine the main points or main headings which
can best serve the specific purpose and arrange them appropriately. Each main point
should be supported with sub-points or supporting materials. This work should be done
with the help of the preparation outline.

When planning a speech, you should not set out to prepare the introduction or the
conclusion until you have prepared the body. The body goes prior to the introduction and
the conclusion, because both the introduction and conclusion are based on and subject to

@ prerequisite /pri:'rekwizit/: something that is necessary to the carrying out of a function & %, £ 1
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