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	Checklist for preparing and delivering a speech

	 
STEP
	WHERE 
DISCUSSED
	TARGET
DATE
	   
   

	1.
	Analyze the audience and the occasion.
	Chapter 4
	
	   (

	2.
	Choose a topic.
	Chapter 5
	
	   (

	3.
	Select a general purpose and a specific purpose.
	Chapter 5
	
	   (

	4.
	Devise a central idea.
	Chapter 5
	
	   (

	5.
	Find and evaluate information (on the Internet, in books and articles, in interviews, and so on).
	Chapter 6 & 7
	
	   (

	6.
	Develop verbal supports for your ideas.
	Chapter 8
(also 10, 15, 16, 17)
	
	   (

	7.
	Develop visual supports for your ideas (if appropriate).
	Chapter 9
	
	   (

	8.
	Organize the body of your speech.
	Chapter 10
(also 15, 16, 17)
	
	   (

	9.
	Prepare the introduction.
	Chapter 11
	
	   (

	10.
	Prepare the conclusion.
	Chapter 11
	
	   (

	11.
	Outline your material to test for strength and continuity.
	Chapter 12
(also 15 and 16)
	
	   (

	12.
	Prepare speaking notes based on the outline.
	Chapter 12
	
	   (


	13.
	Consider your use of language.
	Chapter 13
	
	   (

	14.
	Rehearse your speech.
	Chapter 14
	
	   (

	15.
	Learn how to control nervousness.
	Chapter 2
	
	   (

	16.
	Deliver your speech.
	Chapter 14
	
	   (

	17.
	Conduct a question-and-answer period.
	Chapter 14
	
	   (

	18.
	Seek evaluations of your speech so that you can make improvements in your next speech.
	Chapter 1 (Tip 1.1)
	
	   (


Note: Make a photocopy of this checklist for each speech. Insert a target date for each step and check off when the step is completed.
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