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How to Make a Successful Speech

1 IR ESR
The Essentials of a Speech
BLIIE U SR B AR
Strategies to Succeed in Public Speaking

1) Achieving Your Speaking Goals 1 {ai% B i}k H ity
2) Preparation Is the Key! #E& 2 X8 !

3) Deliver with Confidence & i#{5 -0 i if
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Basic Structure of a Successful Speech
1) The Beginning of the Speech & i} 97 bh
2) The Middle of the Speech ik )b [a]

3) The End of the Speech i} #9453k

L RUFANEEEX
Requirements of Language

FEE MR
Group Speech

NERTE
Group Speech Introduction




2. /pMEfRE
Group Argument

BB AR
Narrative Speech

1 TEMREH
Introductory Speech

1)  Autobiographical Speech B {& & it
€ Learning Activities (One) % JHIEHH (—)
2 Learning Activities (Two) % J ARG+ (=)
©) Business Activities %38 IE 3+
@ Social Activities #£ 3R IESN
9 Family Background Introduction 5 FE %5 5 /44
© Inauguration Self-introduction #tHR F A4

2)  Job Interview Speech SKHERH IR A4
€% General Brief Introduction &% KB/ 48
3 Work Experience T/EZ [
%) Quality or Character 5} /FE AN/

3)  Other Introductions H.Ath /45

«" New Beijing Hdt 5t

' Talking About the Business Philosophy 64575 ¥ 2%
2, BB REOAR

Storytelling Speech

Introduction to Storytelling Speech #ZFAUAR M I W44

" The Tower of Babel [ 7iji&
The Kite X%
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Ceremonial Speech

1. ALIEEHN A
Introduction to Ceremonial Speech

2. FBCHRBHAIRIS
Techniques of Ceremonial Speaking
1) Identification —&4k,

LAy 2) Narrative f{Z

= 3) Recognition of Heroes 7 & #i/f

e 4) Renewal of Group Commitment fi[15% £ 4 (1) 37 (£ /%

5) Magnification JEK

6) Conclusion & 45

WEELIRIH
Wedding Speech

§» Wedding Speech (Bridesmaid) &L (fEIR)
¢ Fiftieth Wedding Anniversary Speech &#§4 & H st

4 BEE
Birthday Speech

MER
New Year's Speech
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Offering and Receiving an Award

) Offering an Award ML i iff
@ Receiving an Award K235 it

EXRH
Banquet and Party Speech

) Thanks for Invitation /& 3%
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61
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@ Keynote Speech E 4 ¥ B iUt
€ Wedding Banquet Speech 4% 3]
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" Hosting a Meeting

© Introducing the Rules of the Meeting A48 & 1R
¢) Signposting the Stages of the Meeting 5| F{& JF B
€ Practical Speech of Hosting a Meeting £ i¥ F #F 3L i
¢ Practical Speech of Business Meeting 7 %2 3 SE 4
il 585

Welcome and Farewell

€ Welcome Speech W& A\ KV

¢ Farewell Speech [a] & A& 5!

BB S H KRB
Opening and Anniversary

¥» Foundation Speech 24 & BiSLIE UF
¢ Opening Anniversary Speech % ] & 4F BK 35
F£. BRAATE

Appointment, Transfer and Promotion

¢ Welcoming a Newcomer #5757 ZI{TH A
@3 Speech Before Leaving for a New Appointment i {F 87 135
& Congratulations on Promotion #§%% F+iE

EE

Eulogies

¢y Eulogy for a Best Friend B 47 i1 &
¢ Eulogy for a Fisherman (—fi %

HLOCRFHBEBRALL: BUEE

The Special Courtesy of Ceremonial Speech: Toasts




¢» Example of a Toast as a Mini Speech fifEiEH——HBERH =B 110
€ Examples of Toasts of Years Past [fj£E 3R fI4L & vu 6 112

. FLURBE SRS 115
Practical Ceremonial Speech

BRI R B A 115
Academy Awards Speech

e 198 52 5 B 9 TS B B P T K LA 121

Celebration of the Successful Completion of the Harvard Law School
Campaign

REFR. BRTAEMEPELL

Funeral of Diana, Princess of Wales

S ERBRKZERENRNTEREDSEABEERRLZRITE
Former Secretary-General’'s Remarks to the Staff of the United Nations
on the 2001 Nobel Peace Prize Award

FRE SR
Informative Speech

. EHMEHN S
Introduction to Informative Speech
1) Speeches of Description ##iid {4 1 i
2) Speeches of Explanation fi# B 4 15 i}t
3) Speeches of Demonstration 75 7~ P48 F

. ERNATR U PRy E O
How to Control Your Nervousness During a Speech

. EIEP 5 ZEH
To Get a Quotation for Your Speech




8, BRI REE
A Success Strategy for Business Speech
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Practical informative Speech

ERHAETE

Information Technology in China

EEERI 170

American Plastics Industry

BED SRR 176
Remarks of President Barack Obama
REEEECHE (i) 180

Remarks by the President in State of the Union Address (extract)

BAE MFHEWH
Persuasive Speech

.t aRmE R
Introduction to Persuasive Speaking

L EEE S S MR I X S
The Differences Between Persuasive Speaking
and Informative Speaking

. AE R PR

Types of Persuasion

1) One focus of persuasion is the question of fact

X s AT LA — AN K 1 202
2) Another focus of persuasion is the question of value
155 RUAT LA — AN E (] 202

3) Another focus of persuasion can be the questions of policy
M AT LR — AN 5 k16 i
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Speech Organization: Motivated Sequence Pattern

BB B, RIFEC

Protect Yourself from Skin Cancer

SHEBRERNE
The Case for Graduated Licensing

BF@A: FREREE

Special Tips: Getting Your Audience Emotionally Involved

RINiER: HBRREBER
A Guide to Success: the Distinguished Club Program
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Special Tips: Persuading Your Audience Without Tricking Them
L INF B S

Practical Persuasive Speech

EE B G2000F KiEHHE (5ik)
Election 2000 Presidential Debate (extract)

B REMRRIR

President Bush's Inaugural Address
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Great Spoech Makers of H;ctory

BE—IER
| Have a Dream
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. Address upon Closing a Military Career

206

209

214

223

228

234

238
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Farewell to the White House Staff

ST -RE- &2
On the Death of Martin Luther King

Rk BGRiIR
Presidential Campaign Address

ERBRIR
Christmas Eve Address

ERRKERH
Address at Harvard University

HEIEX
The Truman Doctrine
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The Essentials of a Speech

Objective B=kon .

Before you start to prepare a speech, you should ask yourself, “Why will I make
this speech?” Do you need to inform, to persuade, to train or to sell? Your objective
should be clear in your mind. If it is not clear in your mind, it cannot possibly be
clear to your audience.
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“Who will I make this speech to?” Sometimes this will be obvious, but not always.
You should try to inform yourself: How many people? Who are they? Business
people? Professional people? Political people? Experts or non-experts? Will it be a
small, intimate group of 4 colleagues or a large gathering of 400 competitors? How
much do they know already and what will they expect from you?

“HOOWMIED? T AR BN RERERK, BHRBRXRE, EXAHE, iR
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B iTEFEMIRXILRBHA?

| Venue JE:Ao

“Where will I make this speech?” In a small hotel meeting-room or a large

conference hall? What facilities and equipment are available? What are the seating

arrangements?

EMEEHR? T EEEN—NMESYUEERRE—NMABSNTE? BEEAH
LIRFERR & AL B SGRERE?

Time and length Y :{EEPS s S—

“When will I make this speech and how long will it be?” Will it be 5 minutes or
one hour? Just before lunch, when your audience will be hungry, or just after lunch,
when your audience will be sleepy?

‘AR EFFHRE? ENERSRK? 7 RASHER AN EFIRET, 7
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C) ##mrt :

“How should I make this speech?” What approach should you use? Formal or

informal? Lots of visual aids or only a few? Will you include some anecdotes and
humour for variety?

CERREUE? T ZRAEBENSR? REXERIFER? ARSI RN
—9 EREN—EEEER?

“What should I say?” Now you must decide exactly what you want to say. First,
you should brainstorm your ideas. You will no doubt discover many ideas that you
want to include in your speech. But you must be selective. You should include
only information that is relevant to your audience and your objective. You should
exclude all other ideas. You also need to create a title for your speech (if you have
not already been given a title). The title will help you to focus on the subject. You
can always give additional information during the questions after the speech.
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