SPEAKING 

IN

PUBLIC
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AFFIRMATIONS FOR GETTING 
BEYOND THE BUTTERFLIES
Directions: Read these aloud enthusiastically, 

  emphasizing the underlined words.

  Maintain speaker’s posture and animated   

  facial expressions.
1.  I am poised and confident when I speak to anyone.

2.  I enjoy expressing my ideas and thoughts to others.

3.  I am able to accept criticism without getting defensive.

4.  I am able to quickly adapt my communication to other   

 people and to the situation.

5.  I am perceptive and aware of the importance of reading        

 other people’s signals accurately.

6.  It is OK for me not to be perfect.

7.  I am able to express my ideas briefly and concisely.
8.  I project self-assurance and confidence to others.

9.  My body, voice and words are in harmony with one 

 another.

  10. I make valuable contributions to my world.

  11. I will laugh a lot, even at myself!

  12. I am able to express my ideas in my own unique style.

  13. I turn negative responses into challenges and   

      opportunities. 

  14. I strive for a positive response from others, but I am   

      not solely responsible for creating those reactions in  

      each and every person.

  15. No matter what happens here today, I will survive!

20 TIPS FOR GETTING “BEYOND THE BUTTERFLIES”
1.  Learn how to concentrate when you’re in front of an  

      audience.

2.  Act confident until you feel confident.

3.  Think of yourself as a teacher.

4.  Talk on the things that matter. 

5.  Have legible notes.

6.  Rehearse. Rehearse. Rehearse.

7.  Get the facts about where you’ll be speaking.

8.  Meet your audience ahead of time.

9.  Don’t rush around on the day of your speech.

  10. Keep your sense of humor.

  11. Identify and choose to overcome the persistent recall 

 of a bad speaking experience that may be holding back 

 your progress.

  12. Periodically rate your stage fright on a scale of 1-10.

  13. Reinterpret physical signs of anticipation.

  14. Prepare for your speech well in advance of the date.

  15. Eat and drink moderately on the day of your speech.

  16. Develop a positive sensory orientation, that is, a 

 sensory rich vision of yourself as a successful   

 speaker.

  17. Select a speaker you admire as a role model and try to 

 emulate him or her.

  18. Use oral affirmations, that is, positive self-talk to 

 reinforce your potential as a speaker.

  19. Actively seek as many public speaking opportunities as 

 possible to practice the skill.

  20. Keep a Speaker’s Journal.

ANALYZING THE SPEAKING SITUATION
(Fact Sheet For Speech Engagement)

WHO:

   Organization’s Name:______________________________________

   Contact Person:___________________________________________

   Phone At Work:___________________ At Home:________________

   Address:__________________________________________________

WHEN:

   Date of Speech:___________________________________________

   Times: Arrival____________ Meal__________ Speech__________
WHAT:

   Total Length of Speech:___________________________________

   Title:____________________________________________________

   Description of the Event:_________________________________

   Other Speakers:___________________________________________                

   __________________________________________________________

   Order of Speakers:________________________________________
WHERE:

   Location:_________________________________________________

   Directions:_______________________________________________

   __________________________________________________________

HOW:

   Type of Room and Setup:___________________________________

   __________________________________________________________

   Available Equipment:______________________________________

   __________________________________________________________

   Handouts:_________________________________________________
AUDIENCE PROFILE:   Number:___________ Age Range:____________

   Male/Female Ratio:_________________ Education:____________

   Key Group Members:________________________________________

   Occupations:______________________________________________

   Turn-On’s/Turn-Off’s:_____________________________________    

   __________________________________________________________

   Previous Speakers This Group Has Heard:___________________    

   __________________________________________________________
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    THE DO’S AND DON’T’S OF AUDIENCE ANALYSIS

	Do
	Don’t

	1. Get a clear picture (visualize)  

   of your audience before you 

   prepare your speech.
	1. Wait until you get to the 

   speech to try to understand    

   your audience.

	2. Determine their socio-economic 
   and educational background, as  

   well as their age, sex, and 
   number in attendance.
	2. Surprise yourself by discovering 
   the size of the audience when you 
   arrive at the speech.

	3. Determine why your audience is 
   listening to you. (W.I.I.F.M.)
	3. Have more fun speaking than your 
   audience has listening. Take the  

   attitude you want; they have to 
   listen to you anyway

	4. Determine your audience’s 
   knowledge and experience in  

   your subject matter.
	4. o Assume they know less than  

     they do about your topic.
   o Assume they know more than 

     they do about your topic.

	5. Determine their vested 
   interests.
	5. o Assume they will automatically   

     reject your thesis.
   o Assume they will automatically 

     accept your thesis.

	6. Look for their hidden agendas.
	6. Threaten your audience through 
   your words or actions.

	7. Identify what limitations you 
   will have to face in  

   communicating with them. 
   (attitudes, pre-conceived 
   ideas, etc.)
	7. Ignore their pre-conceptions and 
   prejudices.

	8. Look for a single, primary 
   motive that binds the 
   individuals into a group.
	8. Disregard the tie-in between your 
   objective and the group.

	9. Monitor audience reaction 
   throughout your speech.


	9. Fail to notice how they are 
   reacting to your speech as it  

   progresses.

	10. Try to understand what they  

    will be thinking and feeling 
    just as you are introduced.


	10. Be overly sensitive in 
    interpreting how they are 
    reacting to your speech as it   

    progresses.


USING VISUAL AIDS IN YOUR PRESENTATION
Where and How to Stand

One major problem when using visual aids is that speakers often give their presentations to the visuals, and not to the audience.  This problem can be easily corrected if the speaker remembers to keep shoulder orientation toward the audience at all times as illustrated in figure #1.  Figure #2 shows what happens when your shoulders turn toward the visuals.
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Fig. 1                                           


Fig.2
Remember: Don’t speak until you have eye contact with your audience!  If you must write something on the flipchart, overhead or white board, stop-talking while you write.

VISUAL AIDS GUIDE

	TYPE
	ADVANTAGES
	DISADVANTAGES
	TIPS

	BLACKBOARD
	Versatile.
Easily available.

Inexpensive.

Good for informal message, small group, audience involvement.

Room can stay lit.
	Have to turn back to audience to write.
Have to stop and erase.

Cannot be seen in large room.

May not be very legible.
	Stand to one side so the audience can see and you can maintain eye contact.
Use heavy lines and colored chalk for ease in reading.

Prepare all diagrams ahead of time so you can copy them quickly and neatly.
Erase ideas when finished.

Practice writing legibly on board.

	FLIPCHARTS
 (EASELS)
	Advantages of blackboard, plus more professional appearance, especially if you get professional help preparing them.
Flexible (you can change the order).
	Clumsy to carry around.
Not good for large room.


	Be sure charts are clearly visible.
Use heavy lines, colors.

Be simple—one idea per chart.

Don’t talk to chart. (Try using a pointer to keep you to one side.)

Keep chart covered until ready for it.

Have two or three felt-tip pens in each color. 

	OVERHEAD PROJECTIONS
	Portable.
Easy to use.

Inexpensive.

Prepared ahead of time, but flexible (you can eliminate some or change order).

You can face the audience.

Room stays lit.

Machine is up front with speaker.

Little chance of mechanical failure.
	Clumsy to carry around.
Projector may block view.
	Watch that machinery doesn’t block view.
Focus.

Practice using machine.

	SLIDES
	Prepared ahead of time.
Projectors are portable, small, and unobtrusive.

Easy to use.

Professional look.

Legible type and charts.

Frequent slide changes can speed your presentation. 

Slide can be rearranged and reused.
	Expansive if professionally prepared.
Room must be darkened.
	Watch that machinery doesn’t block view.
Focus.

Practice using machine.

	VIDEOTAPE
	Novelty.
Instant replay.

Room can be lit.

Good for repeated, standardized presentations.

Excellent for training and rehearsal where feedback is important.
	Expensive.
Cameras are bulky (but getting smaller and lighter).

Need TV monitor for viewing.

TV format can distract audience from speaker.
	Rent the most modern equipment you can find.
Practice first.

	HANDOUTS
	
	
	

	CASSETTE TAPES
	
	
	


TIPS OF SPEECH DELIVERY

1.
EYE CONTACT:

Sweep the audience with your eyes.

Deliver one idea to one person and then move on.
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2.
FACIAL EXPRESSION;


Show emotion in your face and eyes to keep your audience’s attention.

3.
BODY LANGUAGE AT THE PODIUM: 

Be ready (mentally) as soon as you enter the room while you sit at your seat waiting to be called up to the podium.

When you get up to the podium:

a) Keep your eye contact down for a moment while you get yourself set to go.

b) Re-check the lecturn and mike level. 

c) Stand straight, your weight evenly distributed on the balls of your feet.
d) Get your first line in mind.

e) Take a deep breath.

f) Look up at your audience, smile and begin.

REHEARSING YOUR SPEECH

I.
When should you rehearse?

A.
As early as possible

B.
As often as possible (spaced intervals)

C.
No last minute rehearsals

II.
How should you rehearse?
A. Tape recorder (play back often in car)

B. Mirror

C. Video

D. Friendly Audience

E. Other?

III.
When should you practice with your visual aids?

A. Equipment usage

B. Enough ink in magic markers

C. Flipchart position

D. Try everything out 

E. Spare parts

IV.
How can you practice effective eye contact. (How to use notes and also look at your audience).

PLANNING YOUR PRESENTATION:
DETERMINING YOUR OBJECTIVE
I.
Make your objective behavioral.
A. The objective is another way of stating your REASON for the presentation.

B. State it in terms of audience behavior.

Example: “To enable the audience to recognize_____________.”

II.
Make your objective explicit.

A. Is it to inform?

B. Is it to persuade?

C. Is it to entertain?

D. Is it a combination?

Write the behavioral objective of a talk you recently gave or plan to give.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

EFFECTIVE PRESENTATION PLANNING FORM









 Target

Check when  









  Date

 Completed

1.
Determine your purpose for speaking.

_________
__________
2.
Analyze your audience and speaking situation.
_________
__________
3.
Review the presentation arrangements. (Send
_________
__________ 


out your introduction, AV requirements, and 


suggested seating plan).

4.
Formulate your objective.



_________
__________

5.
Brainstorm ideas for your talk.


_________
__________

6.
Research your subject if necessary.


_________
__________

7.
Add and/or subtract ideas to your brainstorming.
_________
__________

8.
Put your ideas into a pattern.



_________
__________

9.
Write a rough draft or fleshed-out set of notes.
_________
__________

10.
Edit for grammar, style, etc.



_________
__________

11.
Develop an interesting opening and title.

_________
__________

12.
Write an effective close.



_________
__________

13.
If you have written a manuscript, transfer your 
_________
__________ 

key ideas from script to not form.

14.
Practice out loud (in front of a “live” critic).

_________
__________

15.
Tape record your speech.



_________
__________

16.
Practice use of your AV aids.



_________
__________

17.
Prepare for the question-and-answer session by 
_________
__________

having answers to probable questions ready.

18.
Arrive early and do relaxation and warm-up 

On the day
__________

techniques.





   of your








   Speech

NOW YOU’RE TALKING:

Go back to the objective you formulated in the last exercise.  Brainstorm as many ideas as you can to develop that objective.

1.
STATE YOUR OBJECTIVE HERE:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2.
BRAINSTORM:

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
Read your ideas out loud at the podium. Use as much eye contact as possible.
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OUTLINING YOUR SPEECH

1.
Determine and write down your objective (purpose).

2.
Brainstorm all the points you want to make.

3.
Look over your list and group closely-related points into sections.  (If you were describing an automobile, for example, you’d put all points about mileage in one section, all the points about safety in another, and so on).
4.
Arrange your sections in a pattern (sequence form).  Does your information lend itself to a chronological, spatial, topical, psychological or two-sided pattern?

5.
Now within each section, arrange your points in logical, understandable order.

There you have your outline, needing only an introduction and conclusion.

An alternative to outlining on paper is to use 3” x 5” cards to list your points.  This is a practical and flexible way to outline because you can add, delete or change the location of points easily.
DEVELOPING AN OUTLINE 
BASED ON YOUR PATTERN OF ORGANIZATION

Prepare an outline which reflects your pattern of organization.

Objective:___________________________________________________________________________________________________________________________________________________________________________________________________________________
Type of Overall Pattern for Your  Speech: _______________________________________

__________________________________________________________________________________________________________________________________________________
OUTLINE OF IDEAS:

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

THE FIRST FIVE MINUTES:  TIPS FOR GREAT INTRODUCTIONS

1. GRAB your audience’s attention immediately!
A. An anecdote
B. A personal statement

C. A startling statement

D. A reference to a well known event
E. A question to the audience that will surely elicit an unanimous reaction

F. A famous quotation or statistic

G. A definition

H. A reference to a previous speaker

2. Establish your COMMON GROUND.

3. COMPLIMENT them. 

4. Give them your ROAD MAP.
A. How long?

B. When to ask questions.

C. What audience participation you’ll be asking for.

5. Tell them your OBJECTIVE.
If your introduction is good, your audience should be sitting there thinking:

“This speaker has something interesting and important to tell me. She/he won’t waste my time. She/he seems well organized and knowledgeable. If she/he sticks to the time limit, I’ll listen!”
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INTRODUCTION PLANNING FORM
GRABBER:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________
COMMON GROUND: ______________________________________________________

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
COMPLIMENT:_____________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________
ROAD MAP: _____________________________________________________________

__________________________________________________________________________________________________________________________________________________

_________________________________________________________________________
OBJECTIVE:________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________

THE LAST FIVE MINUTES:  TIPS FOR GREAT CONCLUSIONS
1. TRANSITION from the body to the conclusion. 

2. SUMMARIZE all of your main points.

3. ASK for questions. 

4. ENCOURAGE the audience into ACTION. 

A. Respond or business cards.

B. Show of hands.

C. Sign-ups

D. Other:

5.  GIVE the audience a last, great thought like a:

A. Quotation.

B. Reference back to your opening or title

C. Joe

D. Anecdote

E. Challenge

F. Future projection

G. Strong rhetorical question

H. Other ideas:

6. Finish with a strong downward inflection in your voice, direct eye contact, and a smile!

CONCLUSION PLANNING FORM
Transition From The “Body”:___________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
___________________________________________________________________
Summary:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Action Step:_________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________________
A Last, Great Thought: ____________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

​_________________________________________________________________________
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