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1., HOW TO GIVE
A GOOD SPEECH

W= are 2ll called upen to make a speech at soms
point in life, bus most of us don't do a very good
:op. This article gives some suggestions on how to
give an cifective speech .’
So, you have to give a speech-and you're terr:
fied. You get nervous, you forget what you wan®
tc say, you stumble over words, you talk toc
long, and you bore your audiencs, Later you
think. “Thank gcodness, it's over, 1'm just ac
good at public speaking. | hope | never have to
do that again.”

) Cheer upylt doesn't have to be that had, Here
are some simple steps te take the pain out of
speechmaking, First of all, it is important to
plan. Do your homework, Find out everything
you can about your subject. And, at the same
time, find out as much as you can about your
audience, Who are theyy What do they know about
vour subject? Do they have a common interests
Why are they coming to hear you speaks Put

yourself in their shoes as you prepare your
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speech.

Ask yourself the purpose of your speech.
What is the occasion? Why are you speaking?
Are you introducing another speakergMoberating
a discussion¢Giving a lecture? Convincing some-
one?There are many possible speaking roles,and
ecach one has its own special characteristics.
Make sure you know into which category you
fit, Don't spoil your speech by confusing one
speaking role with another,

Let us suppose that you have been asked to
introduce the main speaker ata conference, First,
find out the most important and interesting
things about the speaker, Then, summarize this
information in a few remarks, It is all right to
tell a joke or an anecdote if it is in good taste
and will not embarrass the speaker, And, most
important, be brief, Remember, you are not the
main speaker, you are introducing the main
speaker,

If you are a moderator, you should begin by
giving a quick introduction of the people on the
panel, After that, you should try to keep the
discussion running smoothly, and you should
try to focus on the connections between speakers.
Keep yourself in the background, Don't talk too

much,and don't interrupt the panelists, Be tac-
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tful and be considerate,

if you are giving a lecture or explaining an
idea, gather as many facts as you can on your
subject, Spend plenty of time doing your research,
Then spend plenty of time organizing your
material so that your speech is clear and easy to
follow, Use as many examples as possible, and
use pictures,charts,and graphs if they will help
you make your points more clearly, Never forget
your audience, Don't talk over their heads, and
don't talk down to them, Treat your audience
with respect,They will appreciate your thought-
fulness,

If you are trying to sell something,you will
need to convince your audience, Do you want
them to vote for Candidate A? Are you offering
them a new, improved toothbrush? This kind of
speech is usually dramatic, but here too,you must
do your research and know your iacts,

When you are making your speech, try to
relax, Speak slowly and clearly and look at
people in your audience, Use simple vocabulary
and expressions whenever possible, Pause for a
few seconds now and then to give your audience
a chance to think about what you have said,
Make sure that everyone in the room can hear

you, If it is a large room or an auditorium,you
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will probably bave to use a microphone,

Just remember . be prepared, Know your sub
ject,your audience, aund the cccassion, Be briel.
Say what you have to say and then stop,And be
yourself, Let your personality come though s
that you make operson-to-person contact vour
audience,

1§ you follow these simple steps, you'll s==
that you don't have to be afraid o! public
speaking, In fact,you may find the experience sc
enjoyable that you volunteer to make more spes
ches] You're mat eonvinced yet? Give it a tr:

and see what happens,
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. You stumble over words, #RESEEE T
. Cheer up! RXE¥!

. Here are some simple steps to take the pain ou

of speechmaking. FE Yk JLF B PE P R &
B,

Do your homework, RUOFUEHHES.
homework; any work of a preparatory or piell
minary nature ¥E& T4

. Put yourself in their shoes, H4RE AT 14

WEE. STIEN “RFLHY |

. Moderating a discnssion? =Presiding over =2

discussion?  EFKiViEL&m?
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in good taste ( i) RN, 1MW
people on the panel= a group of people whe

take part in the discussion ZIAIFIHIE & W@

Sl

¥eep yoursell in the background,

AESINER.

B tactiul and be considerate, B4R L E 4.
Uou't talk over their heads, PriiPRAERE &
T EERBEIKE. over oue's head EiH A
BT

doo't talk down to them ZAREL HEKMWGE A X b
i, talk down to sb.. speak to sh.in a superior
maoner PUE A DNy 3 APHE

And be yourself, (HkE BB E RN .

let your personality come through ib#REG AN
Ko BAaE¥.  come through: show clearly

Fxzrcises

Comprehensiou;

Read the text carefully again and then choose
the response thaa best reflects the meaning ot
ine text or completes the senternce,

i the main of this article is o

A . you can improve your speaking abvility
B . a poor speaker can never change
C . a good speaker always makes a shor!

speech
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D. you can makc afriendly contact with
people
2) Although it is not directly stated,paragraph
1 implies that many people
A . are happy to give a speech
B. stumble over their words
C . are afraid of giving a speech
D . talk too long
3) In paragraph3, what are the words omitted

@

before “moderating a discussion”, “giving a

lecture” and“convincing someone”

A, Are you--

B. The occasion is--
C. What is--

D, It is-

4) Paragraph3 explains that
A, all speeches are similar
B. there are different kinds of speaking
roles, and one sohuld not confuse one
role with another speech
C. a successful speaker is always dramatic
D, a speaker is sure tospoil one speech after
another
5 ) Paragraph5 suggests that if you are a

moderator

A, you should talk about yourself
B. you should give a very long speech
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C. you should be tactful
D. von should act as a “bridge” between
speakers
6 ) According to paragraph7,which of the {ollow
ing would be a speech to convince you of
something?
A, How to Bake Bread
B, An Evening to Honor Senator Smith's
Long Career
C., Why You Should Live in Florida
D . Shaakespeare and His Sonnets

-1
~

Paragraph9 "

A, explains how hard it is to make a speech

B. gives exaamples of a lecturer's role

C. brings home to the readers the significance
of public speaking

D . summarizes some basic techniques of
making a good speech

8 ) If the author of this article were speaking to

you instead of writing, what type of speaker

would he/she be?

A, Moderator,

B. Lecturer

C. Introducer,

D, Caudidate,

2, Vocabulary:

Choose and circle the word or word group that



is nearest in meaning to the underlined part iz

each sentence,

1)

~r

We are all called upoa to make a speech,
A, afraid

B. required

C . asked

D. allowed

Put yourseli in their shoes,

A, Try to imagine how they think and feci.

B. Try on their shoes to seeif they fit you.

C . Be sure to wear nice clothing when you
give a speech

D, Try to get fully prepared

You may tell a joke if it is in good taste.

A short

fong

B
C . sweet tasting
D. polite

A

A moderator should keep the discussics

runuiug smoothly,

A . make the program work well

B. run around

C. run slowly

D, argue witth everyone

Use exaamples if they will help you make
your points,

A, point to pictures on the wal!
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B, explain the important ideas clearly and
quickly,

C, add up a group of numbers

D. keep guiet

4 ) He claimed that his success was due to the

N

Z,

fact that he never talked down to his audience.
A looked at the floor when speaking to his

audience

B, delivered any lecture without a thorough-
going preparation

C . addressed his audience in 2 superior
manter

D . spoke ioo iast

A . occasionally B. right away

C. when you are finished

D, in a few minutes

Let your personzality come through,

A hide B . pass by

C . show D develop

THE HISTORTY OF BOOKS

The first books were quite different from the books

oi today., They were made of baked clay tablets.
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Some of these tablets have been found that were
used in Mesopotamia about fifty-five hundred
years ago, The people of that time used symbols
to represent their language., When the clay was
soft, ehe symbois were written in the clay, After
the tablets were baked,teh clay hardencd and the
messages were permanently preserved Most of the
tablets that have been found are business records.
such as deeds to certain lands in the area,

The Egyptians found a material that was more
convonient to write on than clay, They used the
bark of the papyrus,a grassy plant that grows
wild in the Nile Valley, They pasted layers of
this bark together to make long sheets sometimes
over a hundred feet long. A wooden roller was
attached to each end of the sheet so that a small
portion could be read,then the papyrus could be
rolled up a little toreveal a new portion of writing,
Because this method” was employed, the Egvptian
writing was done in columns,reading {from top to
bottom, o '

For centuries this type of book was used in
Greece, Egypt, China, and“Rome, The Romans
made roll books of vellum,a soft paréhrﬁent made
from the skins of young animals such as lambs,
kids or calves. About 300 A.D, a new type of
book was developed, three or four sheets of vellum



