YOU CAN ACE ORAL COM!
1.
Get necessary materials: Textbook, Syllabus, color coordinated 3 ring notebook, Calendar, Course schedule, 4 assorted colored Highlighters.

2.
Scan the textbook entirely.  Read the table of Contents thoroughly.  Read the preface.  Locate the Glossary, Appendix, Index, Credits, Chapter Notes, Key Term lists, Chapter summaries, and Chapter objectives.

3.
Read each assignment.  First read the Syllabus for behavioral objectives, read key terms list, read chapter summary, read chapter, and reread summary.

4.
Take Reading Notes.  Highlight headings in one color before you begin.  Use another color for sub-headings and another for vocabulary terms and another for important details.  Use pen to number or circle or box in certain items to aid your personal organization.  Write out behavioral objective answers as you go or at the completion of the chapter.  Be sure to include the stem of the question so you can quiz yourself later.  Write on only one side of the paper and start each now chapter on a clean page and label clearly.  Define each term on paper or on cards with term on one side and definition onthe other side. (All objectives can be done this way for effective personal review.) Draw in your notes all important models, charts, and diagrams.

5.
Go to class.  Go early and get out your notebook and review the notes you took or reread the chapter summary and get your pen ready.  Take class notes for each chapter and insert them in your notebook with the reading notes from that chapter.  Sit where you can see and hear and the least distractions

exist.  Copy anything written on the board and all verbal assignments given.

6.
Participate.  Ask questions.  Answer questions.  Volunteer for class activities.  Keep awake.  Look interested.  Focus on that class.  Smile or respond appropriately.  Involvement equals retention - we learn what we dol

7.
Review.  As you leave class, or A.S.A.P., discuss with a classmate what you have just learned, or go to the Deli or Pit.  Reread your B.O. notes or your class notes within 24 hours and again before the next class.  Once a week do a comprehensive or unit review.  Schedule each of these in your calendar.  Follow your schedule.

8 Prepare for exams.  If you have followed these suggestions then you should review your B.O. and class notes once more, re-read the chapter summaries and go to bed for a good 8 hours of sleep.  If you didn't follow the schedule, it is time to cram.  You can't study it all, so read the chapter summaries, and the behavioral objectives, highlight the headings, and read all bold faced vocabulary words.  Concentrate on the main ideas and the relationship between those ideas.  Do eat and sleep.  Allnighters will be your downfall.  Repent!  Make a promise to yourself to "study as you go" next time.  Pray for mercy and grace this time.

9.
Take the exam.  Take a clipboard or lapdesk and 2 #2 pencils and go early to choose a seat you prefer and so you will get all of the oral instructions.  Read all instructions carefully or twice. 
Relax your body and your mind.  Pray for clarity and perfect recall.  Begin.  Pace yourself.  Do the ones you


know first, then return to the more difficult questions later.  Read


the stem of the question twice, then answer it in your mind, then find the answer on the test and mark it.  Don't read too much into the question, your first response is usually correct.  Ask the faculty if you don't understand a question.  They'll give you help, but no answers.  Erase carefully if you must.  Do not leave any questions blank.  Guess after you've eliminated some answers.  Use the remaining time to check your work - no blanks, no double answers, your name on everything, and of course the correct answers.

10.
Review the exam.  There is not time for in-class exam review, but you can learn so much by going over yours.  Go to your instructor's office within the following 2 weeks to see what you missed and why.  You may not take notes or copy questions.  If you are concerned about your success, discuss your problem with your instructor to help analyze and correct your learning or test taking skills.

11.
Do all homework assignments and do them on time.  Much of your grade depends upon the progressive accomplishments of the steps required for a project.

12.
Get a study buddy.  Obtain the phone number and residence number of several persons in your class.  Send due assignments with them to class if you are ill, or call them to get assignments for the next class.  Review with them regularly.  Discuss learning problems with them.  Compose trial tests to review each other and evaluate your coverage of the material.  Form a study group with several members for regular intellectual stimulation and support.  You may follow this guide for other courses too.

13.
Rejoice with your loved ones when your grades arrive and reflect the reward of your efforts.  You have your "A" in oral com! congratulations!

ORAL COMMUNICATION GRADE COMPUTATION FORM

	Assignment                             
	My scoreS
    My score
	Value
	Total Points
	Possible

	
	

	
	
	

	EXAM I
	________
	X2
	________
	200

	
	
	
	
	

	EXAM II
	________
	X2
	________
	200

	
	
	
	
	

	EXAM III
	________
	X2
	________
	200

	
	
	
	
	

	SMALL GROUP
	
	
	
	

	          Individual Grade
	________
	X1
	________
	100

	
	
	
	
	

	          Group Grade
	________
	X1
	________
	100

	
	
	
	
	

	INFORMATIVE SPEECH
	
	
	
	

	          Outline
	________
	X1
	________
	100

	
	
	
	
	

	          Oral Presentation
	________
	X1
	________
	100

	
	
	
	
	

	PERSUASIVE SPEECH
	
	
	
	

	          Outline
	________
	X2.5
	________
	250

	
	
	
	
	

	          Oral Presentation
	________
	X2.5
	________
	250

	
	
	
	
	

	FINAL PAPER
	________
	X2
	________
	200

	
	
	
	
	

	CLASSWORK
	________
	X1
	________
	100

	
	
	
	
	

	FINAL EXAM
	________
	X2
	________
	200

	
	
	
	
	

	          EXTRA CREDIT
	
	
	________
	

	
	
	
	
	

	
	
	TOTAL
	________
	2000

	
	
	
	
	

	                            TOTAL
	________
	/  20  =
	________
	100

	Adjusted for attendance
	
	
	
	

	
	
	
	
	


-3.3 X ___ Excessive Absences  










__________
or
+3.3 for Perfect Attendance

























% FINAL GRADE


Speech Preparation Guide

Info/Pers

__  __  Choose your topic.

__  __  Research the topic.

__  __  Create interview questions.

__  __  Conduct an information gathering interview.

__  __  Create your audience centered specific speech purpose or proposition.

__  __  Organize and outline the speech body.

__  __  Create  an introduction and conclusion.

__  __  Prepare transitions and internal summaries.

__  __  Create a catchy title.

__  __  Type the outline and bibliography.

__  __  Attach 5 primary questions from your interview.

__  __  Print a rough draft using 12 point font minimum in Ariel or TimesNewRoman.

__  __  Proof the entire paper.

__  __  Complete the outline check-list.

__  __  Make any necessary modifications and corrections.

__  __  Print a final draft.

__  __  Make yourself a copy for rehearsal purposes.

__  __  Attach the appropriate Outline Evaluation Guide to the front of the outline.

__  __  Submit 2 Speech Presentation Oral Critique Forms to your instructor(pp.

__  __  Create or select your visual aids.

__  __  Rehearse aloud to yourself.

__  __  Rehearse aloud using visuals, time your speech and adjust its length.

__  __  Rehearse for an audience of friends and incorporate their suggestions.

__  __  Polish the speech with final rehearsals in the presentation room if possible.

__  __  Rehearse using all equipment needed. (OHP, A-frame, LCD Projector, objects)

__  __  Purchase a T-120 VHS Video Cassette.

__  __  Recheck the speaking schedule carefully and request A-V materials 48 hours ahead.

__  __  Get a good night’s sleep and eat breakfast or/and lunch on your speech day.

__  __  Bring your video tape and visuals on your speech day.

__  __  Maintain an audience-centered, conversational style of delivery.

      __  Prepare to field questions following the persuasive speech.

__  __  Watch your video at least 6 times.

__  __  Write a one page critique and plan for your future improvement.

__  __  Eliminate these words from your speech.  NEVER say:
 

“I’m going to inform you about…


“I will persuade you that…


“I will tell you a story…



 “Let me explain to you…


“I hope that I have persuaded you…
   
 “In my speech today I will…


“My purpose is to…



   
 “This speech will inform you…


“You probably won’t understand this, but…
“As I mentioned above…



“My visual aid for this speech…


 “I hope I have given you…


“My third point on this topic is…


 “My quote on that is…


“I would like to conclude by saying the following…“Next I will be discussing…





  






 

Selecting My Speech Topics

Personal Inventory (Go to Page 301 for help)

	Interests
	
	
	
	
	

	Skills
	
	
	
	
	

	Hobbies
	
	
	
	
	

	Experiences
	
	
	
	
	

	Major
	
	
	
	
	

	Extra-curricular
	
	
	
	
	

	Careers
	
	
	
	
	

	Strong beliefs
	
	
	
	
	

	Unique aspects
	
	
	
	
	

	Current issues
	
	
	
	
	

	Curiosity about
	
	
	
	
	


Brainstorm Interesting Speech Topics
	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	


Circle 3 most interesting to you.  Star 3 that would be best as persuasive topics.
SELECT the MOST APPROPRIATE SPEECH TOPIC
1.  Brainstorm a list of possible topics.

2.  Circle three that are your choices.
3.  Evaluate each of these.







TOPIC            TOPIC           TOPIC








    A                    B                C



3=most suitable

           ______       ______          ______ 



1=least suitable

1.  The topic I am most 



1 2 3

1 2 3

1 2 3

 interested in

2.  The topic that is the most 


1 2 3

1 2 3

1 2 3

appropriate for this audience                       





3.  The topic that is the most


1 2 3

1 2 3

1 2 3


suitable for my purpose is





4.  The topic that is most suitable

1 2 3 

1 2 3 

1 2 3 

to my time limits is





5.  This topic can be narrowed and 

1 2 3 

1 2 3 

1 2 3 


limited to a special focus

6.  This topic has adequate material 

1 2 3 

1 2 3 

1 2 3 


and information available to me 





 
 SCORE
______        ______        ______














Check it (them) out with others, over coffee, at dinner, or in your small group.  

Determine interest and obtain their help with focusing and narrowing the topic.

My choices are for the Informative speech____________________________________________

                           for the Persuasive speech___________________________________________

Now Narrow
Narrow

Narrow

Narrow   for the most interesting topic!

CREATING AN OUTLINE

 I.   I am the first, very important idea.

I support the first important idea.

1. I give additional information.

2. I give additional information also.

3. We all support A.

a. We are equal.

b. We are separate from each other.

c. We are arbitrarily in this order.

(1) We may be in order of importance.

(2) We may be in order chronologically.

(a) dates

(b) steps in a process

(3)
We may be in order randomly.

I support the first important idea also.

1. I support B with details.

2. I support B with more details.

II.   I am the second, very important idea.

A. I am to be indented to show my subordination to II.

1. Indent me 5 spaces.

2. Keep long sentences under the exact place that the long sentence began if you need two lines.

3. Keep numbered vertical columns straight.

4. Use space to show the relationship of all the ideas to each other.

a. Important ideas keep left.

b. Lesser important ideas take the middle.

c. Small details keep to the right.

5.  Alternate letters and numbers.

B. I follow the same sentence pattern as my twin A.

1. You can see our similarities more easily.

2. You can see our differences more clearly.

3. You should use phrases or words in the same parallelism.

C. I always accompany my Siamese twin (or triplet, etc.)

1. Never use an A. without a B.

2. Never use a 1. without a 2.

3. Cannot divide something into only one part.

4. Incorporate a single idea into its preceding superior heading.

D. My twin and I develop the title of the outline.

INFORMATION GATHERING INTERVIEW

I. PREPARE FOR THE INTERVIEW
A. Choose the person to interview

1. Is policy information needed?

2. Is factual information needed?

B. Gather background information

1. Read all you can on the topic

2. Know about the person being interviewed

3. Know what you need to ask

4. Know the angle you want to take

C. Prepare your questions

1. Primary questions cover topic comprehensively

2. Follow-up questions are based on previous answers

3. Open-ended questions invite expanded answers

4. Closed-ended questions restrict answers; but are efficient and allow you to maintain control

5. Neutral questions do not expose your personal position on the topic

6. Leading questions guide the answer desired

7. Probing questions force deeper responses

8. Mirror questions paraphrase the previous response for verification

II. CONDUCT THE INTERVIEW

A. Take notes

1. Be brief and use your shorthand skills

2. Be concise and precise

3. Transcribe and complete immediately to retain accuracy.

B. Tape the interview

1. Obtain permission in advance

2. Know proper usage of the equipment

3. Minimize distractions

4. Focus on the interview and interviewee

C. Consider time

1. Respect the interviewee's schedule

a. stick to agreed upon time

b. don't be too short or too long

2. Keep control of the entire situation

3. Express appreciation and state usage plan

4. Telephone to check or follow-up information

III. ANALYZE THE INTERVIEW

A. Ask yourself questions

1. How did it go?

2. Was I adequately prepared?

3. Was it professionally conducted?

Look at your notes

1. Are there gaps?

2. Do they make sense?

Listen to and transcribe your tape
ORGANIZATIONAL PATTERNS

I.      The speech to inform.

II.      The speech to entertain.

III.   The speech to persuade.

I. The egg head speech.

II. The good head speech.

III. The get ahead speech.

I. Public speaking during the Classical period.

II. Public speaking during the early American period.

III. Public speaking during the Modern period.

I.      Public speaking in Europe.

II.      Public speaking in Asia.

III.      Public speaking in Africa.
IV.      Public speaking in America.
I. Select the topic.

II. Research the topic.

III. Organize the speech

IV. Rehearse the speech

V. Deliver the speech
ORGANIZATIONAL PATTERNS

 I. GOD'S PEOPLE ARE NOT LIVING AS KINGDOM PEOPLE.PRIVATE 

II. GOD'S PEOPLE CAN LEARN FROM SCRIPTURE HOW TO BE KINGDOM PEOPLE.


A. Be DAY people.


B. Be PRAY people.


C. Be SAY people.


D. Be YEA people.


E. Be SWAY people.











PROBLEM-SOLUTION

 I. WE ARE NOT LIVING AS KINGDOM PEOPLE IN TODAY'S WORLD.

II. WE ARE UNAWARE OF GOD'S DESIRES FOR OUR BEHAVIOR IN TODAY’S WORLD.


A. God wants us to be DAY people.


B. God wants us to be PRAY people.


C. God wants us to be SAY people.


D. God wants us to be YEA people.


E. God wants us to be SWAY people.












EFFECT-CAUSE

  I.  WE CAN HEAR GOD'S CALL TO "BE KINGDOM PEOPLE."

 II.  WE NEED TO BECOME KINGDOM PEOPLE.

III.  WE CAN FOLLOW GOD'S DIRECTIONS TO BECOME KINGDOM PEOPLE.


  A. God asks us to be DAY people.


  B. God asks us to be PRAY people.


  C. God asks us to be SAY people.


  D. God asks us to be YEA people.


  E. God asks us to be SWAY people.

IV. WE CAN BECOME THE KINGDOM PEOPLE GOD WANTS US TO BE.

V.  WE MUST OBEY GOD'S CALL TO "BE KINGDOM PEOPLE."







MONROE'S MOTIVATED SEQUENCE

PARALLEL SENTENCE STRUCTURE

I. Airline strikes cost the workers many things.

II. The airline companies are harmed by strikes.

III. When the airline companies suffer, we all suffer.

I. Airline strikes are harmful to the workers.

II. Airline strikes are harmful to the airlines.
III. Airline strikes are harmful to the nation.
*************

1. Parallelism is easier for the audience to 

     remember.

2. The speaker can remember the points easier.

3. It makes it easier to see problems of 

     organization.

4. My ideas don’t always fit clearly into such a 

     pattern.

5. Sometimes you have to rewrite the sentence.

1. Parallelism aids the audience’s memory of the ideas.

2. Parallelism aids the speaker’s memory of the ideas.

3. Parallelism reveals organization errors.

4. Parallelism guides clarity of thought.

5. Parallelism requires sentence revision

PARALLEL SENTENCE STRUCTURE WORKSHEET

These are the main ideas of your researched message.

1.  God has a purpose for each of our lives.

2.  We need to follow God’s plan for our lives.

3.  Constant awareness of God’s presence is important to us.

4.  Only God can give us the strength to follow His plan for us.

Make the above ideas into parallel sentences.
I.  We need God’s ________________.

II.  We need God’s ________________.

III.  We need God’s ________________.

IV.  We need God’s ________________.

Make those sentences contain alliteration to aid audience retention.

I.     
We need God’s ________________.

II.     
We need God’s ________________.

III.     
We need God’s ________________.

IV.    
We need God’s ________________.

This organizational pattern I used is labeled _____________________.

Create the same message using the Problem-Solution pattern.
  I.   We have needs that separate us from God.

 II.   We have these needs provided for by God.

A. God has provided His ______________.

B. God has provided His ______________.

C. God has provided His ______________.

 D. God has provided His ______________.

III.  We have to accept and use God’s provision.

What would it look like if it were Monroe’s Motivated Sequence?

HOW YOU CAN BECOME PEOPLE

OF THE KINGDOM OF GOD
  I.  God's people must walk in the light of Jesus

 II.  We must be people of prayer.

III.  Our responsibility is to share the gospel with others.

IV.  You must say "yes" to God's call upon your life.

 V.  Christians should be people of influence and power.

         BECOME KINGDOM PEOPLE
  I.  
 God calls us to be DAY people.

 II. 
 God calls us to be PRAY people.

III. 
 God calls us to be SAY people.

IV. 
 God calls us to be YEA people.

V. God calls us to be SWAY people.

“Inline for the Outline”

SPECIFIC SPEECH PURPOSE:
To have my audience understand 


the correct form required for the


Oral Communication Speech Outline.

INTRODUCTION:

Have you ever met a fascinating introduction?  Not everyone knows one or how to create one, but it is not hard.  You can easily become an expert creator.  Your first task is to gain the attention and interest of the audience.  After you have established rapport with your audience, you need to orient them to your speech.  You should define important terms, give any needed background information, and then you preview the speech for the audience.  The audience needs a road map for the speech in order to feel secure, since only you have been there before and they don't know where they will be going.  Use a bridge-like statement to connect the introduction or previous idea to the upcoming idea in the body or conclusion.  This statement is called a "transition" because it relates a preceding topic to a succeeding one.

TRANSITION:

Let's see how one works if you are going from the introduction to the outline for the speech body.

BODY:       (The Organizational Pattern Used is Topical)

I.     Outlines have special organizational purposes.


A.   Outlines provide clarity.



1.  Ideas are easily seen.



2.  Ideas become clear to the speaker.



3.  Ideas become clear to the listener.


B.   Outlines provide flexibility.



1.  Length can vary with the same outline.




a.  5 minutes




b.  15 minutes




c.  60 minutes



2.  Development of specific areas can vary.




a.  Determined by time




b.  Determined by audience analysis (pre-speech)




c.  Determined by audience feedback (during speech)



C.   Outlines show relationships between ideas.



1.  Details and subpoints are separated from the main points by



     appropriate space usage.

a. Be sure to indent properly.

b. Be sure to keep equal points indented equally.

c. Be sure to continue a second line of a point directly under

    
     the place that sentence began.



2.  All material to the left of specific material is of greater importance.



3.  Ideas of lesser value may be added or eliminated as time dictates.



4.  Parallel sentence structure shows the similarity of points of equal

                       value.

TRANSITION:

Since outlines are so valuable, providing clarity, flexibility and idea relationships (internal summary),

we certainly need to use them.  But how do we create a good one?  

There is a blueprint for building outlines.  Let's look!

II.    Outlines have specific structure and form requirements.


A.   Main point formulation guides must be followed.



1.  Use appropriate organizational pattern.



2.  State in concise, complete sentences.




a.  Topical




b.  Temporal




c.  Spatial




d.  Problem-Solution




e.  Cause-Effect or Effect-Cause



3.  Use parallel sentence structure throughout.



4.  Consolidate ideas by "chunking" for simplicity.



5.  Support each point adequately.




a.  Satisfy needs of audience




b.  Use variety of support forms

(1) Definition

(2) Explanation

(3) Illustration or example

(4) Testimony of expert or quotation

(5) Statistics

(6) Repetition or restatement

(7) Comparison

(8) Visual/audio aids

6.  Eliminate any main point that does not support your speech purpose.  

     B.   Symbol sequence rules must be observed.


  1.  Roman numerals are the first division

I.


  2.  Capital letters are the second division

    A.

           3.  Arabic numerals are the third division


  1.


  4.  Lower case letters are the fourth division


        a.


  5.  Parenthetical Arabic numerals are the fifth division

   (1)


  6.  Parenthetical lower case letters are the sixth division


(a)

     C.   Correct symbol usage must be followed

1. Only one idea is allowed on a single line.

a. Consolidate several ideas into a heading statement.

(1) List idea #1 below that heading.

(2) List idea #2 below that heading.

(3) List idea #3 below that heading.

b. Keep sentences simple to prevent problems.

2. Only one symbol may be used per statement 

a. You cannot use two numbers on a single line.

b. You cannot use a number without a point.

c. You cannot use “A.1.” followed by a point.


3. Only one subdivision of an idea may NOT be used.

a. You cannot divide something into only one part.

b. You cannot  have an “a” without a “b”.

c. You cannot have a “1” without a “2”.

4. Each subpoint develops its immediately preceding superior heading.

a. My immediately preceding superior heading is “4”.

b. My immediately preceding superior heading is “4”.

c. “4’s” immediately preceding superior heading is “C”.

d. Subpoint a. and b. are equal in value.

e. Subpoints a, b, c, d and e are equal in value.

5. Subpoints of equal value require parallelism of sentence structure. 

a. Organizational pattern must remain constant within each division.

b. Parallelism must remain constant within each division.

c. These patterns need not match any used for other subdivisions.

TRANSITION:

So, we can see the importance of patterns and the contribution they make

to the creation of a well organized outline.

CONCLUSION:

We have found that the purpose of an outline is to provide clarity, flexibility, and visual cues to all the information it contains.  Today we examined the tools of outlining: organizational patterns, parallel sentence structure, support forms, symbol sequence, and tricky rules about superior headings and "ones without twos."  (summary) 

So if you use these tools carefully and skillfully you can organize your ideas so effectively that your entire audience will understand everything you say.  (challenge)  Your carefully planned road map will have guided each listener to view your verbal excursion from your vantage point, exactly as you saw it.  True communication will be yours!  (vision of future) (application of speech to their life)

II Maccabees 15:39 says:  "Speech finely framed delighteth the ears."  (quotation)  Well mitered outlines make fine frames.  Happy frame building!  

(close with finality) 
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ADDITIONAL INSTRUCTIONS
· Use MLA Style.  (Complete guide in ENG 101 text by Troyka, Handbook for Writers.)

· Use alphabetical listing of references by author’s last name.

· One interview source is required.

**   Indicates our request for validation by adding the position or title of the interviewee.  

Not required by MLA.

· Internet entry maximum is one, unless it is online material with a print version or a 

CD-ROM selection with a print version.

· Use quality sources from primary references.  Do NOT include encyclopedias, Reader’s Digest, or  other secondary sources.

· Use only obviously relevant references.

· Do NOT number your reference entries.
SAMPLE  SPEECH  INTRODUCTIONS 

It is funny how many different uses society has for string.  We have it in many different sizes - from tiny fishing line to huge ropes that hold ships to harbor docks. (ATN) One of the more interesting things that we have done, is to take a small silk string, wind a piece of steel around it, and put it on a guitar box.  That's right!  My guitar strings are silk!  (SC)  At the heart of all that heavy metal, rock-and-roll, guitar music are six smooth strings of silk. (PV)
Five thousand strikeouts!  Three hundred wins!  Seven no-hitters! (ATN)    Some of these statistics may not mean much to you, but to an avid baseball fan like me, they are almost incomprehensible! (SC)  He has been called by some “the best pitcher in baseball.”  His name?  NOLAN RYAN.  (PV) 


Imagine a food with no cholesterol, that will benefit your body, is low fat, and tastes great. (ATN)  This is not just a dream, but is a healthy and tasty grain called amaranth.  It is healthier for you than any other cereal grain.  (PV) Since I was four years old, I have been raised around this grain.  I learned a lot about this grain because my father was one of the first growers and marketers of amaranth in the United States.  (SC)  Today we will look at the history, origin and nutritional value of this amazing grain called amaranth.  (PV)
I love coffee!  It’s what I drink with my friends on Friday nights, as well as what I drink when I need to stay awake to study.  (ATN)   Since I am usually either studying or out with my friends, that means coffee almost every day.  Recently I became aware of how all those Cappuccinos, Frappuccinos, and Big Trains were affecting my pocketbook, which made me interested in finding out how they were affecting my waistline and my body.  (SC)  Now, I know that I’m not the only one in this room who spends as much time at Nordaggios and Java Dave’s as in the dorm!  (RAP)  So let’s look at the effects of caffeine on your body, all your possible sources, and how to know when you’ve had too much.  You probably believe that caffeine is the “wonder” drug for college students, but today we’ll see if it is as “wonder”ful as it’s cracked up to be!  (PV)

A massive epidemic swept through Tanganyika after a group of 12-18 year-old, schoolgirls began spreading a wild contagion to hundreds of communities.  The epidemic lasted for 6 months, causing schools to close and vast changes to the cities.  (ATN)  No one died, and the only results were improved health and happiness!  This is the story of a 1962 outbreak of contagious laughter in Tanzania.  Laughter helps me to make it through my stressful, college life.  (SC)  I imagine that you too could use help reducing your stress this week, with the Oral Com. exam coming up, and your speeches upon you.  (RAP)   Let’s look at how much you laugh, how to increase your daily dose of laughter, and the impact that the increase will have upon your health and wellbeing.  (PV)
Have you or someone you know ever been fired because of a quota?  (ATN)   I used to work for a large company in a small sub-group.  (SC)  Working with me were a young white man, a black lady, and two white ladies.  The man, the black lady, and one white lady did their jobs well.  The other white lady could not type at all and wasted most of her time on the phone with friends.  When the company had to cut some people, they cut the white man and not the non-productive, white lady.  All this because of a quota!    (PV)  Discrimination affects us all.  Even if you haven’t come in contact with discrimination against yourself or a friend, you probably will, all too soon.  (RAP)  Affirmative action plans were to have ended discrimination, and they have helped in some areas; but they are still harmful to many people.  We need to study the history and evolution of these policies to see how they need to be modified to eliminate all discrimination.  (PV)
MATCH THE TOPIC TO A GOOD TITLE


TOPIC





TITLE

___  1.    Benjamin Franklin



A.  Medical School or Bust

___  2.    Benefits of Laughter



B.  Fouling Our Own Nest

___  3.    Malignant Melanoma



C.  Dieting Dangerously

___  4.    Detriments of Fen-Phen



D.  Drug Addicts Abound at ORU

___  5.    Environmental Preservation


E.  Grain of the Gods

___  6.    Choose Amaranth



F.  Go Fly a Kite

___  7.    Harms of Caffeine



G.  All the Way to the Bank

___  8.    Body Language




H.  The Unbeata-Bulls

___  9.    Wear Seatbelts                                 

 I.   Fun in the Sun’s Pricetag

___ 10.   Children’s TV                                

J.   The Eyes Have It

___ 11.   Counterfeiting                                            
K.    Know Your 4 C’s    

___ 12.    Diamond Selection                 


L.   Soup, Soap and Salvation       

___ 13.    Political Campaign Tax



M.  A Mind bending Experience  

___ 14.    Psychiatric Facilities  



N.   A Candidate for Corruption   

___ 15.     Harms of Sugar                                

O.   From the Snake Pit       

___ 16.     Salvation Army




P.    Kid  Vid                 









Q.    A Matter of Life and Death        









R.     Funny Money             









S.    Sweet Suicide              

  

T.   Liquid Gold of Fluid Politics

     CREATIVE  TITLE  SAMPLES

TOPIC


BLAH TITLE

INTERESTING TITLE                        

Baseball


Nolan Ryan


A Man For All Ages

Sleep



Get Your Sleep

Some People Get It; Some Don't

Caves


Spelunking


Journey Into Darkness                 

Wheat


Wheat Farming

Give Us This Day Our Daily Bread

Mosaic Trisomy 8

Birth Defects

Imperfect Gifts

Guitar

 
History of the Guitar
Six Silk Strings

Soccer


Women’s Soccer

Queen of the Grass

Anorexia Nervosa
Eating Disorders

The Slender Trap

Dental Health

Periodontitis

Don't Lose the Bite in Your Bark

“ENTICING, CATCHY, CLEVER, BIBLICAL TITLE”

WORKSHEET


TOPIC





GREAT TITLE

The Prodigal Son


From Son to Servant to Son
Noah's Ark



________________________________

Peter Denies Christ

________________________________

David and Goliath


________________________________

David Flees Saul


________________________________

Adam and Eve in the Garden
________________________________

Moses and the 10 Commands_______________________________

Jonah and the Big Fish

________________________________

Samson and Delilah

________________________________
Come to ORU


 
________________________________
My Salvation Experience
________________________________

Play Intramural Sports  

________________________________
A Fascinating Hobby    

________________________________
Go on Summer Missions 
________________________________
My Marvelous Major  

________________________________
SPEECH  OUTLINE  CHECKSHEET

Title:



___
Be brief


___
Be clever and  original


___
Suggest the speech topic

Purpose:


___   
Use a clear, specific, simple sentence


___   
Be audience centered (I) or correctly label the proposition (P)

Introduction:


___
Get the attention of the audience


___
Establish rapport with the audience


___
Build intrinsic source credibility


___
Create audience interest in the topic


___
Relate the topic to the audience needs


___
Preview the main points of the speech

Body:


___
Organize main points clearly and intentionally


___
Present each main idea progressively


___
Use parallel sentence wording to aid clarity and memory


___
Develop each main idea with various support forms



___
use visual aids ***REQUIRED***



___
use statistics



___
use examples, illustrations, anecdotes



___
use definitions and explanations if needed



___
use restatement and repetition for impact



___
use comparison and analogy (known to unknown)

Transitions:


___
Use between each section and new main idea presented


___
Bridge the gap between where we are and where we will go


___
Use internal summaries (this is where we've been)

Conclusion:


___
Summarize information and purpose of speech


___
Close with finality, using a memorable final statement


___
Attach the 5 primary questions you prepared for your interview.

Bibliography:


___
Use the required number and type of references


___
Alphabetize properly cited, unnumbered sources


___
Attach 5 primary questions prepared for the interview

SAMPLE STUDENT OUTLINE

A Changing Nation, a Changing Emblem

SPECIFIC SPEECH PURPOSE:    To have my audience understand how the flag of the United States came to be what it is today.

INTRODUCTION:

(Sing) “Oh say, can you see, by the dawn’s early light, what so proudly we hailed at the twilight’s last gleaming?”  (Speak)  While singing these words in salute to our nation’s flag, have you ever wondered just how this “Star-Spangled Banner” came to be what it is today?  I know I have.  But in my twelve years as an avid flag collector, I’ve come to understand that the flag’s evolution has actually carried through hundreds of years, from the time of North American exploration, through colonial rule and revolution, and even continues today.  You may think you know all about the banner’s history, but do you know the whole story?

TRANSITION:

To clearly understand what makes the U.S. flag what it is today, we must first go back to the very beginnings of our nation’s history, a time when explorers first discovered and settled the North American continent.

BODY:
(The Organizational Pattern Used is Chronological)

I. Flags played an important role during the era of exploration into North America.

A. Native American tribes displayed their own totems and insignias. 

B. The Vikings displayed their personal flag as they sailed along the North American coast.

         1.   The flag was white.

         2.   The flag contained a black raven.

C. European explorers displayed the flags of their countries as they settled North America.  

1. Christopher Columbus carried flags of Spain.

a.  National flag of Spain

b.  Royal flag of Ferdinand & Isabella

2. John Cabot carried the flag of England.

3. Jacques Cartier carried the flag of France.

4. Henry Hudson carried the flag of the Netherlands. 

5. Peter Minuit carried the flag of Sweden.

TRANSITION:
 

As the coast of North America transformed from a frontier region of exploration to an organized set of English colonies, flags kept their place of prominence in the area.

II. Flags played an important role during Britain’s colonial rule of America.

A. The British King’s Colors flag that flew over the American colonies first displayed Britain’s control of the region.

1.  The flag reminded colonists of their British heritage.

2.  The flag reminded colonists of the British system of 

      monarchy still in place.

a. contained cross of St. George

b. contained cross of St. Andrew

B. The British Red Ensign that later flew over the American colonies further displayed 

Britain’s control of the region.

1.  The flag had a red background.

2.  The flag had the King’s Colors in its canton.

TRANSITION:

During the period of colonial unrest before and during the Revolutionary War, the British flag in America transformed from a symbol of affection to one of hatred and opposition.  American colonists began creating their own flags to rival the British banner.

III. Flags played an important role during the colonists’ revolution against Britain.

A. Pine tree flags showed resentment in the northern colonies.

1. The pine tree was a local symbol.

2. The pine tree was a popular village meeting place.

B. Rattlesnake flags showed resentment in the southern colonies.

1. The rattlesnake was a symbol of vigilance.

2. The rattlesnake was a symbol of deadly striking power.

3. The rattlesnake was a symbol of the union of the colonies.

a.  some had 13 rattles 

b.  one rattle was quiet alone, but a group was very loud  

TRANSITION:

Since flags of the Revolutionary Period had thus far been mostly limited to symbolize particular regions, colonists realized they needed a national flag that contained something for everyone.

IV. Flags played an important role during the United States’ birth and growth as a nation. 

A. The Grand Union flag was the first national banner used in the U.S.

1. Commodore Esek Hopkins used the flag as the naval ensign.

2. General George Washington used the flag as the standard of the Continental Army.

3. The Continental Congress used the flag as its proud emblem.   

a. It was never officially approved

b. It was never formally recognized

B. The Stars & Stripes flag was the first “official” national banner used in the U.S.

1. Congress passed a legal resolution concerning the design

      of an official national flag.

a. colors of red, white, and blue

(1) Red symbolized the blood shed to gain freedom

(2) White symbolized purity

(3) Blue symbolized courage and valor

b.  13 stars and 13 stripes to represent the 13 colonies

2. Congress never passed a legal resolution concerning recognition of the original designer of the flag. 

a. many myths developed 

b. Controversy continues today 

3. Congress passed another flag resolution dictating the method of representing new U.S. states on the flag.

a. The 13 original stripes would always remain  

b. A new star would be added for each new state 

TRANSITION:

With the addition of each new state to the Union, the U.S. flag has continued its transformation through the years.

CONCLUSION:

 We have taken a look back in time study the change in our country’s banner that has accompanied the change of the nation itself.  It is important that we, as United States citizens and residents, remember and understand the process that made the U.S. flag what it is today.  Only then can we fully appreciate the values of pride and dignity that the banner represents.  Now, we own a new historical perspective on our national flag. And now, each time we gaze on “Old Glory,” we will see more than just a banner of cloth flapping in the wind.  Now, we can celebrate the banner for what it really is, a unique, distinguished emblem for our unique, distinguished nation.  


BIOGRAPHY

POLISH YOUR LANGUAGE STYLE

Be Specific

 So now you can select from three organizational patterns for your speech.

[image: image1.wmf]  So now you can select a spatial, topical or chronological organizational plan

         for your informative speech.

Be Positive

 Now I hope I have shown you some better ways you might 

        want to use to create an outline for the speech you have to do.

[image: image2.wmf]  Now you can create a clearer, better organized, and easier to follow speech, 

        that will enhance the delivery of your informational message.

Be Concrete

 I kinda think that maybe this thing is a pretty dumb thing to,  
        do and this stuff might not work real well.
 I guess, uh, that we probably, uh, you know, ought to, you know, umm consider, 

        you know, to change things, you know, and maybe improve some stuff.

[image: image3.wmf]  One half of the people involved in this plan have voted to scrap it

        and begin planning for a new and less expensive solution.

Be Conversational

 Today I have presented for your perusal three organizational patterns 

          for creating speeches.

[image: image4.wmf]  Today we have discovered three organizational patterns to use 

                in creating your speeches.

 In my speech today I want to inform you about 4 things.

[image: image5.wmf]  Today there are four areas of the pollution problem that 

             we need to look at together.

 John Smith gave a quote that I have for you…

[image: image6.wmf]  Senator John Smith, when talking to the state legislature 2 weeks ago, 

             after visiting the disaster area, told them that, “….”

 And the third point in my speech is …

[image: image7.wmf]  Not only do we need to (point 1) and (point 2), but we must 

             become concerned about (point 3) …

 In concluding my speech, I want to inform you that …

[image: image8.wmf]
So today we have seen that …  

MY FASCINATING,  FUN,  FANTASTIC,  FABULOUS  ORAL  COM  SPEECH

I am thrilled about my opportunity to share with interested listeners the information I have prepared.

As my name is called, I feel relaxed and calm, happy that my time has arrived to speak. I stand tall and walk confidently to the front, taking a comfortable position.  I am wearing my most attractive and comfortable outfit.  I look good!

I survey the pleasant faces of persons who smile at me and want me to convey my knowledge to them.  The butterflies that I feel in my tummy are fluttering pleasantly to remind me that I will do a good job because I am concerned that my listeners receive a pleasant and informative presentation.

I begin speaking and my introduction captures the attention and interest of my listeners.  They are all quiet and looking at me with expressions of interest.  I help them preview what we will talk about and how they will benefit from this informa​tion.  They lean forward and show me that they want to hear more.

They laugh appropriately at my tasteful use of humor.  I use vocabulary that is appropriate to this group and they show me that they are understanding by nodding, having unfurrowed foreheads, and sparkling, alert eyes.

I am remembering each point in its proper sequence because my speech is clearly organized according to a helpful and specific pattern.

I have rehearsed orally often enough so that I am now able to "just talk to" my listeners, remembering how to develop each point, and having the constant option of including or omitting material from my outline, even while I am speaking.

My main points are clear to me, and I am conveying them with equal clarity to my listeners.  I help them understand and organize the material during the speech by summarizing the previous ideas and helping them to see clearly where we go next by using effective transitions.

I provide enough support for each idea that the listeners are understanding and seeing how to apply each new and interesting item.

I use my clear and legible visual aids to clarify complex or abstract ideas and to make the speech more interesting and the ideas more memorable.  The projector bulb works, the slides are in the proper position and order, and the A-frame is sturdy and holds each poster effectively.  I hold securely onto each object that I handle.

My voice is steady and well modulated; the quality is pleasant, and each word is clearly articulated and correctly pronounced.  My ideas flow freely, and I use language that is vivid, clear, and concrete, and that contains vocabulary terms that are familiar to my audience.  I carefully define or explain all new terms and am careful to use abbreviations only after familiarizing my audience with the complete term or name.

My delivery is fluent, my posture is comfortable, and I am able to move naturally and to use clear gestures that clarify the meaning of the verbal message and effectively maintain the attention of the audience.

My voice and body show the enthusiasm I feel toward the subject and reflect my radiant and dynamic personality.

I am careful to observe the reactions my audience has to what I say, and I am able to adjust my message to their understanding and acceptance.  I am also capable of adjusting to any unexpected occurrence or condition, and I put my audience at ease concerning it. find the friendliest and most responsive eyes and faces in the audience and establish contact with them at the beginning and am gradually able to include all sections of the audience.  I look directly at each one of them, as I would in a dyadic conversation.

I conclude my speech by summarizing my ideas and by helping my listeners envision ways that they can remember and use what I've said.  I leave them with a strong, powerful, and memorable final statement and stand still until it has "taken."

I am pleased that my audience has some questions, for it means that they listened carefully and are even interested enough to desire additional information from me and believe that I can help them.

I carefully and cheerfully answer each question.  When I am completely finished, I feel totally satisfied that I have done my best and it has been a pleasant experience for me.  I will seek another opportunity to help others understand things I know and feel.

I return to my seat and sit tall and proud.  I listen carefully as my friends and my teacher evaluate the learning experience I have just had.  I receive each comment in the spirit of love in which it was given.  I am pleased to hear about all the things they liked about my speech and the things I do so well.  I also welcome the suggestions that are given to help me do a more dynamic job the next time that I share my ideas with an audience.

Sharing ideas and information with an audience has been a challenging, pleasurable and fulfilling experience.  I am glad that I did it!  Thank you, God, for your constant presence and help.

INFORMATIVE SPEECH


OUTLINE EVALUATION GUIDE


(staple to front of your outline) (penalty -5)

TITLE:
 

should be brief (1), original (1), attention-getting (1).

Should suggest, but not reveal subject (2).

SPECIFIC SPEECH
Should be stated in a clear, concise, specific (1), 

PURPOSE:                     and singular fashion (2), in audience-centered terms (2).

INTRODUCTION:
Introduction should be designed to get attention and interest (5), relate topic to audience and establish internal source credibility (5), and preview by listing the main points of the speech (5).  




(written out in paragraph form)

 TRANSITIONS:
A clear transition is needed from the introduction to first main point (1), and into each successive main point (3) 




and the conclusion (1).

BODY OUTLINE:
Organizational pattern must be labeled correctly,




appropriate, and correctly implemented (5).

Main points and first-division sub-points should be written in a vivid, clear, concise, and concrete manner in simple, declarative sentence form, and relating to the immediate needs of the audience. (10),

Each main point should be consolidated into 2-5 points and developed with at least three supporting materials: explanation, illustration, statistics, examples, comparison, restatement, expert opinion, and required visual aids. (10)

Main points and sub-points should be written in parallel sentence structure (6).  Each point is an equally important, independent, supportive division of the immediately preceding superior heading, and indented to properly group ideas, using the correct numerical symbol order, with a minimum of two ideas per grouping and only one idea per line (5)

Form should follow the guide sheets, be typed with corrections made, using correct grammar, spelling, and punctuation (4).

CONCLUSION:
Should summarize all main ideas of the speech (5). 

                                     Should provide a memorable final statement or powerful closing (5).     (written out in paragraph form--not outlined )
SOURCES:

Should be listed alphabetically (2), in proper, source-identified bibliographical form following the text’s guide for MLA (p463) (2) Should contain the best, recent, relevant, unbiased information available (2), from a minimum of 4 acceptable references, including one interview. (12).  
Attach 5 primary questions used for interview. (2)

                                                                               10  points per day  LATE  PENALTY  

=

                     TOTAL 


   TOTAL 


/
5


/
5


/
15


/
5


/
40


/
10


/
20

ADVANCE \u3

ADVANCE \u2-____________ 


      /
100

Section_____Name                                                                            Grade_____________ 
**If an outline is NOT turned in according to the schedule, there is NO EVIDENCE of adequate preparation,

and you will NOT be allowed to make the presentation!!

Communication Skills 4A Reflection Paper

Part one  Watch the recording of your informative speech.  Watch it many times until you feel that you can be objective about the performance of the speaker.  Create a Word document using Arial 12 pt font, entitled,  “Reflection Paper of (your name).”  Write an essay concerning how effectively the principles of excellent speech making were met in your speech.  Print a hard copy and turn it into your professor on the specified due date.  Keep the document in your computer so that you can add parts two and three.  You will then submit the completed document as your final assignment, and as the artifact for your ePortfolio under 
“4A Socially Adept: Communication Skills.”

This essay should be a minimum of one full page.  

The following criteria should guide your analysis for both speech presentations.

Audience Analysis: the topic was appropriate, timely and worthwhile, the goal was totally achieved, the summary gave the desired response, and the speech was timed appropriately and edited precisely in rehearsal

Logical Organization:  the topic was narrowed effectively and meaningfully organized according to a clear pattern, internal summaries and helpful transitions were used, and a powerful conclusion with a clear termination was used.

Creativity of Expression:  the message captured audience attention and maintained interest by providing fresh information and an original viewpoint on a narrowed topic focus and using personal examples and clear, vivid, and concrete oral language.

Mechanics:  the introduction previewed the speech and provided any necessary background information; the voice was pleasant, articulate, fluent, audible, interesting; and containing no extraneous word fillers or jargon; confident posture, meaningful movement and helpful gestures were displayed.

Style:  the speaker established rapport and credibility with the audience; appeared professional, enthusiastic, poised and confident with facial expressions matching the message; delivered in a dynamic, spontaneous, audience centered and conversational style; effectively monitored the audience using good eye contact.

Responsible Content:  the organization was logical and clear; the material was ethically researched and presented, using no fallacious reasoning; the visuals effectively supported the message

Documentation:  the topic was carefully researched and the points were adequately developed and supported with high quality information; presentational aids were simple, legible and speaker controlled to maintain attention and enhance the understanding and retention of the message, and to supplement the verbal message 

In your essay:

Paragraph one should cover:  “These are the areas that I succeeded best 

in accomplishing my goals and that I am pleased with.”

Paragraph two should cover:  “These are the areas that need my 

continued focus to improve.”

Paragraph three should cover:  “These are my specific plans for 

becoming a better speaker.”  

State WHAT needs to be improved.  

State specifically HOW you plan to improve that area.

Part two  Following the persuasive speech, repeat the process used for the

informative speech to evaluate the persuasive speech.

Part three  At the end of the semester, following your persuasive speech,

 write a two page essay addressing the following questions:

1. What specific types of communication skills will be most necessary for effectively functioning in my chosen profession?  If you are uncertain of your major field, simply select one of the possibilities and write from that perspective.

2. What are some personal obstacles I see to perfecting my interpersonal relationships and communication in both my personal and professional life?

3. What have I learned how to do, done, or plan to do about overcoming these obstacles?  Please present a specific plan that you will use to become the best possible communicator for your life enrichment.

**********************

***Submit this paper in hard copy to your instructor

    for the final paper grade,

    according to the assigned schedule.  

    My due date for this assignment is______________.

***Submit this paper to your ePortfolio as the artifact for 

“4A Socially Adept: Communication Skills”

It is vitally important that you meet these deadlines.  

You will NOT be able to receive a grade for this course until you have successfully submitted to your instructor the 4A artifact to be assessed.  Without the two artifact submissions,4A & 4B, the Registrar will not allow a grade to be assigned for the Oral Communication course.

WORD THE PROPOSITION WORKSHEET

TOPIC :  TOBACCOPRIVATE 

  
vague     -   Growing tobacco should be illegal.


negative -   Tobacco should not be grown here.


specific  -    Federal legislation should prohibit the production and sale of tobacco 

         in the United States.

LABEL THE PROPOSITION :              FACT...VALUE...or...POLICY ????

___ Cigarette smoking is the most prevalent use of addictive drugs in America today.

___ The tobacco moguls have lied to the American public concerning the safety 
of cigarette smoking.

___ The tobacco industry’s leaders should be prosecuted for misleading America's 

cigarette smoking population.

___ The tobacco industry is guilty of the murder of millions of Americans. 

___ It is unfair that tobacco farmers get rich at the expense of addicting teens to a life destined 

to end in death by lung cancer.

___ The manufacturers of cigarettes should be required to reimburse the health care systems 
for the care of lung cancer patients.

___ Growing tobacco is an immoral and sinful occupation.

___ Criminalizing the growing of tobacco and the manufacture and sale of tobacco products
 would cause a major, negative economic impact upon the state of Alabama.

___ The State of Oklahoma should make the sale of all tobacco products to persons under 25 

years of age a felony punishable by a minimum of 10 years imprisonment.

___ A Christian cannot be involved in any phase of the tobacco industry without breaking the 
Ten Commandments.


PERSUASIVE SPEECH


OUTLINE EVALUATION GUIDE


(staple to front of your outline) (-5 penalty)

TITLE:


Should be brief (1), original (1), attention-getting (1).

Should suggest, but NOT reveal subject (2).

PROPOSITION OF
                                :  (Fact, Value, or Policy)

correctly stated (3) and correctly labeled (2).

INTRODUCTION:
Should be designed to capture attention and interest (5), relate topic to audience and internal source credibility (5), 




and preview by listing the main points of the speech  (5).           




(written out in paragraph form)

TRANSITIONS:
A clear transition is needed from the introduction to first main point (1), and into each successive main point (3) 




and the conclusion (1).

BODY OUTLINE:
Organizational pattern must be labeled, 




appropriate and correctly implemented (5).

Main points and first-division sub-points should be written in a vivid, clear, concise, and concrete manner in simple, declarative sentence form, relating to the immediate needs of the audience. (10),

Each main point should be consolidated into 2-5 points and developed with at least three supporting materials: (explanation, illustration, statistics, examples, comparison, restatement, expert opinion, and required visual aids.  (10)

Main points and sub-points should be written in parallel sentence structure (6). Each point is an equally important, independent, supportive division of the immediately preceding superior heading, and indented properly to group ideas, using the correct numerical symbol order and a minimum of two ideas per grouping and only one idea  per line. (5)

Form should follow the guide sheets, be typed with corrections made, using correct grammar, spelling, and punctuation (4).

CONCLUSION:
Should summarize all the main ideas of the speech (5), make a challenge or application, and provide a powerful and memorable final statement (5).  (written out in paragraph form)

SOURCES:

Should be listed alphabetically (2), in proper, source-identified  bibliographical form (MLA p463) (2), should contain the best, recent, relevant, unbiased information available(2),  from a minimum of 6 acceptable references, including 1 interview.




(12)   Attach 5 primary questions used in the interview. (2)

                                                                  10 points per day  LATE PENALTY  =

TOTAL




/
5


/
5


/
15


/
5


/
40


/
10


/
20

-                         
     

/
100

Section___Name _____________________________________________Grade____________

**If an outline is NOT turned in according to the schedule, there is NO EVIDENCE of adequate preparation, and you will NOT be allowed to give the oral presentation

FIELDING QUESTIONS & ANSWERS
PURPOSE:



-to further achieve the purpose of the speech


-to obtain feedback to monitor and correct message


-to promote audience involvement in the communication process


-to clarify information, arguments or proposals


-to defend or refute ideas


-to enhance speaker credibility and rapport

METHOD:



-prepare thoroughly for Q & A time


-use this opportunity to interact one-on-one


-identify areas needing clarity or additional proof


-walk out into audience w/ microphone for control


-determine intent of the questioner


-select answering strategy for each question


-adapt to different audiences (friendly, hostile, press)


-brainstorm potential questions or objections with peers


-prepare material and rehearse answers for each type possible


-plant pre-selected questions to initiate the process

TECHNIQUES:

 Use a smooth transition, communicating a friendly, open, and appreciative occasion to follow.

 Recognize and complement or thank the questioner.

 Analyze the question and the questioner's intent and then paraphrase the question for all to hear.

 Respond to the entire audience, not just the questioner.

 Develop an effective impromptu organization style for making the response (a new mini-speech).

 Relate the answer back to specific points in the speech and rebuild it, if necessary or appropriate.

 Ask the questioner if your response answered their concern, and quickly move on.

 Field questions from a diversity of audience members and room locations.

 Monitor carefully the nonverbal messages being received and sent.

 Keep answers succinct, brief and adequate.

 Be gracious and diplomatic; but remain calm, firm, and in control.

 Know when and how to stop. (Review major ideas, conclude, 



offer to continue informal discussion.)

SPEECH ORAL PRESENTATION CRITIQUE

(Submit 2 copies of this form with your Informative Speech outline)

SPEAKER                                                                                              ______  SECTION                       
TOPIC                                                                                                                                                         
Grading Scale

4=exemplary
3=competent
2=acceptable
1=unacceptable  0=not attempted
	Outcome
	1
	2
	3
	4
	5
	6
	7

	INTRODUCTION
	
	
	
	
	
	
	

	   Captured audience attention and created interest in topic
	
	
	
	
	
	
	

	   Established rapport with audience and intrinsic source credibility
	
	
	
	
	
	
	

	   Provided background information and specifically previewed the speech
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	BODY
	
	
	
	
	
	
	

	   Narrowed the topic adequately for speech length
	
	
	
	
	
	
	

	   Presented main points clearly
	
	
	
	
	
	
	

	   Organized ideas logically and clearly
	
	
	
	
	
	
	

	   Developed ideas thoroughly using a variety of support forms
	
	
	
	
	
	
	

	   Researched the topic adequately
	
	
	
	
	
	
	

	   Contained new, interesting information and showed personal relationship
	
	
	
	
	
	
	

	   Used a clear, legible, simple visual aid
	
	
	
	
	
	
	

	   Clarified ideas and supplemented speech ideas/information with visuals

	
	
	
	
	
	
	

	   Used effective internal summaries & transitions, making ideas easy to follow
	
	
	
	
	
	
	

	   Chose a timely, worthwhile, and suitable (audience, occasion, speaker) topic
	
	
	
	
	
	
	

	   Accomplished goal to inform or persuade with total effectiveness
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	DELIVERY
	
	
	
	
	
	
	

	   Well prepared and fluently and extemporaneously presented
	
	
	
	
	
	
	

	    Poised, confident, dynamic and enthusiastic presentation of self
	
	
	
	
	
	
	

	   Oral language style clear, vivid, and concrete
	
	
	
	
	
	
	

	   Voice pleasant, articulate and appropriate volume and rate used
	
	
	
	
	
	
	

	   Conversational, audience centered and spontaneous style
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