CHECKLIST FOR AUDIENCE AND OCCASION

This checklist can help you tailor a speech for the needs and interests of each audience. For career and community speeches, ask these questions of the person who invites you to speak. Use the checklist merely as a guide, phrasing the questions in your own way instead of reading them verbatim. Modify any item for special circumstances, and skip any question that is inappropriate for a particular speech.

The Audience

· Does the group want me to speak on a particular topic? If I choose my own topic, has the group heard a speech recently on what I’m planning to talk about? What are some of the recent topics of other speakers who have spoken to the group?

· What are the listeners’ attitudes toward my topic? What are their expectations (for example, are they expecting a serious presentation or a humorous talk)?

· How much interest do the listeners have in my topic? Are they extremely interested? Moderately interested? Uninterested at this point? Neutral or apathetic?

· How much does the audience already know on the subject? A great deal? A little? Nothing?

· What do the listeners know about me? Do they have any preconceived ideas about who I am and what I stand for?

· What are the listeners’ ages?

· Are both men and women represented?

· What is the educational level?

· What are the occupations?

· What is the racial and ethnic composition?

· What are the religious affiliations?

· What is the economic and social status?

· Will the listeners be wearing formal or informal clothes?

· Does the group seem to respond well to a particular approach (such as humor or visual aids)? Have previous speakers encountered any difficulties with this group? If so, please explain.

· Are there any subjects or types of humor that are taboo with this group?

· Will there be any listeners with special needs, such as hearing-impaired people or people in wheelchairs?

· Will there be any people with a limited understanding of English, such as recent immigrants or visitors from other countries?

· Is there anything else about the audience that I should know in order to meet their needs and interests?
The Occasion

· What is the date, time, and place of the meeting? Do I need a map or detailed instructions on how to get to the meeting? Will I be able to get into the room early to set up equipment? Does the group want me to arrive early to take part in pre-speech activities?

· What is the name, telephone number, and address of the program chairperson (or whoever can be contacted for details about the occasion)?

· Who will introduce me? May I tell him or her what I would like the introduction to include?

· What is the purpose of the occasion? What does the group hope to achieve by having me speak?

· Are there other events on the program, and what are they? Will there be other speakers? If so, who are they and what will they speak about? In what order will the speakers give their talks?

· What mood are the listeners likely to be in when I speak? (Will they be tired from previous speeches? Will they need a break?)

· What is the time limit?

· How many people will be present?

· Will there be a question-and-answer period? If so, who will run it? How long should it be? Will it come after each speech, or after all the speeches are finished?

· What facilities will be available (microphones, visual-aid equipment, chalkboards, lectern, etc.)?

· Describe the meeting place. Are there any peculiarities about the room or situation that I should be aware of (poor acoustics, loud noises from adjoining rooms, dishes being cleared after dinner, etc.)?

· Is there anything special about this meeting that I should know about?

Optional Questions

· Could I have the names and phone numbers of some of the members of the group so that I can interview them on their background, knowledge, attitudes, etc.?

· Could I have the names and phone numbers of a few previous speakers so I can interview them on what worked and what didn’t work with this particular group?

Additional Questions

· _______________________________________________________________________

· _______________________________________________________________________
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