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introduction 
0HJ�MDXQWHG�WR�WKH�IURQW�RI�WKH�

FODVVURRP²KHU�WUXVW\�LQGH[�FDUGV�LQ�
RQH�KDQG�DQG�KHU�ZDWHU�ERWWOH�LQ�WKH�
RWKHU��,W�ZDV�WKH�PLG�WHUP�
SUHVHQWDWLRQ�LQ�KHU�HQWRPRORJ\�FODVV��
D�FRXUVH�VKH�HQMR\HG�PRUH�WKDQ�KHU�
RWKHU�FODVVHV��7KH�QLJKW�EHIRUH��0HJ�
KDG�VSHQW�KRXUV�VFRXULQJ�WKH�ZHE�IRU�
LQIRUPDWLRQ�RQ�WKH�:RRG\�$GHOJLG��
DQ�LQVHFW�WKDW�KDV�UDYDJHG�KHPORFN�
WUHH�SRSXODWLRQV�LQ�WKH�8QLWHG�6WDWHV�
LQ�UHFHQW�\HDUV��%XW�ZKHQ�VKH�PDGH�LW�
WR�WKH�SRGLXP�DQG�ILQLVKHG�KHU�ZHOO�
ZULWWHQ�DQG�FDSWLYDWLQJ�LQWURGXFWLRQ��
KHU�VSHHFK�EHJDQ�WR�IDOO�DSDUW��+HU�
LQGH[�FDUGV�ZHUH�D�MXPEOH�RI�
XQRUJDQL]HG�LQIRUPDWLRQ��QRW�OLQNHG�
WRJHWKHU�E\�DQ\�XQLI\LQJ�WKHPH�RU�
SXUSRVH��$V�VKH�VWXPEOHG�WKURXJK�
OLVWV�RI�IDFWV��0HJ²DORQJ�ZLWK�KHU�
SHHUV�DQG�LQVWUXFWRU²TXLFNO\�
UHDOL]HG�WKDW�KHU�SUHVHQWDWLRQ�KDG�DOO�
WKH�QHFHVVDU\�SDUWV�WR�EH�FRPSHOOLQJ��
EXW�WKDW�WKRVH�SDUWV�ZHUH�QRW�
RUJDQL]HG�LQWR�D�FRKHUHQW�DQG�
FRQYLQFLQJ�VSHHFK��
*LYLQJ�D�VSHHFK�RU�SUHVHQWDWLRQ�FDQ�

EH�D�GDXQWLQJ�WDVN�IRU�DQ\RQH��
HVSHFLDOO\�LQH[SHULHQFHG�SXEOLF�
VSHDNHUV�RU�VWXGHQWV�LQ�LQWURGXFWRU\�
VSHHFK�FRXUVHV���6SHDNLQJ�WR�DQ�
DXGLHQFH�FDQ�DOVR�EH�D�UHZDUGLQJ�
H[SHULHQFH�IRU�VSHDNHUV�ZKR�DUH�ZLOOLQJ�
WR�SXW�LQ�WKH�H[WUD�HIIRUW�QHHGHG�WR�FUDIW�
UKHWRULFDO�PDVWHUSLHFHV��,QGHHG��
VSHHFKHV�DQG�SUHVHQWDWLRQV�PXVW�EH�
FUDIWHG���6XFK�D�GHVLJQ�UHTXLUHV�WKDW�
VSHDNHUV�GR�D�JUHDW�GHDO�RI�SUHSDUDWRU\�
ZRUN��OLNH�VHOHFWLQJ�D�VSHFLILF�WRSLF�DQG�
GHFLGLQJ�RQ�D�SDUWLFXODU�SXUSRVH�IRU�
WKHLU�VSHHFK���2QFH�WKH�WRSLF�DQG�
SXUSRVH�KDYH�EHHQ�GHFLGHG�RQ��D�WKHVLV�
VWDWHPHQW�FDQ�EH�SUHSDUHG���$IWHU�WKHVH�

WKLQJV�DUH�HVWDEOLVKHG��VSHDNHUV�PXVW�
VHOHFW�WKH�PDLQ�SRLQWV�RI�WKHLU�VSHHFK��
ZKLFK�VKRXOG�EH�RUJDQL]HG�LQ�D�ZD\�
WKDW�LOOXPLQDWHV�WKH�VSHDNHU¶V�
SHUVSHFWLYH��UHVHDUFK�DJHQGD��RU�
VROXWLRQ�WR�D�SUREOHP���,Q�D�QXWVKHOO��
HIIHFWLYH�SXEOLF�VSHHFKHV�DUH�IRFXVHG�
RQ�SDUWLFXODU�WRSLFV�DQG�FRQWDLQ�RQH�RU�
PRUH�PDLQ�SRLQWV�WKDW�DUH�UHOHYDQW�WR�
ERWK�WKH�WRSLF�DQG�WKH�DXGLHQFH���)RU�DOO�
RI�WKHVH�FRPSRQHQWV�WR�FRPH�WRJHWKHU�
FRQYLQFLQJO\��RUJDQL]LQJ�DQG�RXWOLQLQJ�
PXVW�EH�GRQH�SULRU�WR�JLYLQJ�D�VSHHFK���
7KLV�FKDSWHU�DGGUHVVHV�D�YDULHW\�RI�

VWUDWHJLHV�QHHGHG�WR�FUDIW�WKH�ERG\�RI�
SXEOLF�VSHHFKHV���7KH�FKDSWHU�EHJLQV�DW�

WKH�LQLWLDO�VWDJHV�RI�VSHHFKZULWLQJ²
VHOHFWLQJ�DQ�LPSRUWDQW�DQG�UHOHYDQW�
WRSLF�IRU�\RXU�DXGLHQFH���7KH�PRUH�
GLIILFXOW�WDVN�RI�IRUPXODWLQJ�D�SXUSRVH�
VWDWHPHQW�LV�GLVFXVVHG�QH[W���$�SXUSRVH�
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chapter objectives: 
After reading this chapter, you should 
be able to: 
 
1. Select a topic appropriate 

to the audience and 
occasion. 

2. Formulate a specific 
purpose statement that 
identifies precisely what 
you will do in your speech. 

3. Craft a thesis statement 
that clearly and succinctly 
summarizes the argument 
you will make in your 
speech.   

4. Identify and arrange the 
main points of your speech 
according to one of many 
organizational styles 
discussed in this chapter. 

5. Connect the points of your 
speech to one another. 

6. Create a preparation and 
speaking outline for your 
speech. 

chapter outline: 
x Introduction 
x The Topic, Purpose and Thesis 

o Selecting a Topic 
o Formulating a Purpose 

Statement 
o Writing a Thesis Statement 

x Writing the body of your speech 
o Selecting Main Points 
o Selecting Sub-points 

x Organizational Styles 
o Chronological 
o Topical 
o Spatial 
o Comparative 
o Problem - Solution 
o Causal 

x Connecting Your Main Points 
o Transitional Statements 
o Internal Previews 
o Summaries 

x Outlining Your Speech 
o Outline Types 
o Outline Structure 
o Preparation Outline 
o Speaking Outline 
o Using the Outline 

x Conclusion 
x Module Activities 
x Glossary 
x References 
x Appendix A 
x Appendix B 
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VWDWHPHQW�GULYHV�WKH�RUJDQL]DWLRQ�RI�WKH�
VSHHFK�VLQFH�GLIIHUHQW�SXUSRVHV��H�J���
LQIRUPDWLRQDO�RU�SHUVXDVLYH��QHFHVVLWDWH�
GLIIHUHQW�W\SHV�RI�HYLGHQFH�DQG�
SUHVHQWDWLRQ�VW\OHV���1H[W��WKH�FKDSWHU�
RIIHUV�D�YDULHW\�RI�RUJDQL]DWLRQDO�
VWUDWHJLHV�IRU�WKH�ERG\�RI�\RXU�VSHHFK���
1RW�HYHU\�VWUDWHJ\�ZLOO�EH�DSSURSULDWH�
IRU�HYHU\�VSHHFK��VR�WKH�VWUHQJWKV�DQG�
ZHDNQHVVHV�RI�WKH�RUJDQL]DWLRQDO�VW\OHV�
DUH�DOVR�DGGUHVVHG���7KH�FKDSWHU�WKHQ�
GLVFXVVHV�ZD\V�WR�FRQQHFW�\RXU�PDLQ�
SRLQWV�DQG�WR�GUDZ�OLQNV�EHWZHHQ�\RXU�
PDLQ�SRLQWV�DQG�WKH�SXUSRVH�\RX�KDYH�
FKRVHQ���,Q�WKH�ILQDO�VHFWLRQ�RI�WKLV�
FKDSWHU��RQH�RI�WKH�PRVW�LPSRUWDQW�
VWHSV�LQ�VSHHFKZULWLQJ��RXWOLQLQJ�\RXU�
VSHHFK��LV�GLVFXVVHG���7KH�FKDSWHU�
SURYLGHV�WKH�FRUUHFW�IRUPDW�IRU�RXWOLQHV�
DV�ZHOO�DV�LQIRUPDWLRQ�RQ�KRZ�WR�ZULWH�
D�SUHSDUDWLRQ�RXWOLQH�DQG�D�VSHDNLQJ�
RXWOLQH��
�

the topic, purpose statement 
and thesis 

%HIRUH�DQ\�ZRUN�FDQ�EH�GRQH�RQ�
FUDIWLQJ�WKH�ERG\�RI�\RXU�VSHHFK�RU�
SUHVHQWDWLRQ��\RX�PXVW�ILUVW�GR�VRPH�
SUHS�ZRUN²VHOHFWLQJ�D�WRSLF��
IRUPXODWLQJ�D�SXUSRVH�VWDWHPHQW��DQG�
FUDIWLQJ�D�WKHVLV�VWDWHPHQW���,Q�GRLQJ�VR��
\RX�OD\�WKH�IRXQGDWLRQ�IRU�\RXU�VSHHFK�
E\�PDNLQJ�LPSRUWDQW�GHFLVLRQV�DERXW�
ZKDW�\RX�ZLOO�VSHDN�DERXW�DQG�IRU�ZKDW�
SXUSRVH�\RX�ZLOO�VSHDN���7KHVH�
GHFLVLRQV�ZLOO�LQIOXHQFH�DQG�JXLGH�WKH�
HQWLUH�VSHHFKZULWLQJ�SURFHVV��VR�LW�LV�
ZLVH�WR�WKLQN�FDUHIXOO\�DQG�FULWLFDOO\�
GXULQJ�WKHVH�EHJLQQLQJ�VWDJHV���

,�WKLQN�UHDGLQJ�LV�LPSRUWDQW�
LQ�DQ\�IRUP��,�WKLQN�D�SHUVRQ�
ZKR
V�WU\LQJ�WR�OHDUQ�WR�OLNH�
UHDGLQJ�VKRXOG�VWDUW�RII�
UHDGLQJ�DERXW�D�WRSLF�WKH\�
DUH�LQWHUHVWHG�LQ��RU�D�SHUVRQ�
WKH\�DUH�LQWHUHVWHG�LQ���
����������������������������a�,FH�&XEH�
selecting a topic 
*HQHUDOO\��VSHDNHUV�IRFXV�RQ�RQH�RU�

PRUH�LQWHUUHODWHG�WRSLFV²UHODWLYHO\�
EURDG�FRQFHSWV��LGHDV��RU�SUREOHPV�WKDW�
DUH�UHOHYDQW�IRU�SDUWLFXODU�DXGLHQFHV���

7KH�PRVW�FRPPRQ�ZD\�WKDW�VSHDNHUV�
GLVFRYHU�WRSLFV�LV�E\�VLPSO\�REVHUYLQJ�
ZKDW�LV�KDSSHQLQJ�DURXQG�WKHP²DW�
WKHLU�VFKRRO��LQ�WKHLU�ORFDO�JRYHUQPHQW��
RU�DURXQG�WKH�ZRUOG���7KLV�LV�EHFDXVH�
DOO�VSHHFKHV�DUH�EURXJKW�LQWR�H[LVWHQFH�
DV�D�UHVXOW�RI�FLUFXPVWDQFHV��WKH�
PXOWLSOLFLW\�RI�DFWLYLWLHV�JRLQJ�RQ�DW�
DQ\�RQH�JLYHQ�PRPHQW�LQ�D�SDUWLFXODU�
SODFH���)RU�LQVWDQFH��SUHVLGHQWLDO�
FDQGLGDWHV�FUDIW�VKRUW�SROLF\�VSHHFKHV�
WKDW�FDQ�EH�HPSOR\HG�GXULQJ�GHEDWHV��
LQWHUYLHZV��RU�WRZQ�KDOO�PHHWLQJV�
GXULQJ�FDPSDLJQ�VHDVRQV���:KHQ�RQH�RI�
WKH�FDQGLGDWHV�UHDOL]HV�KH�RU�VKH�ZLOO�
QRW�EH�VXFFHVVIXO��WKH�SDUWLFXODU�
FLUFXPVWDQFHV�FKDQJH�DQG�WKH�SHUVRQ�
PXVW�FUDIW�GLIIHUHQW�NLQGV�RI�
VSHHFKHV²D�FRQFHVVLRQ�VSHHFK��IRU�
H[DPSOH��,Q�RWKHU�ZRUGV��WKHLU�
FDPSDLJQ�IRU�SUHVLGHQF\��DQG�LWV�PDQ\�
UHODWHG�HYHQWV��QHFHVVLWDWHV�WKH�FUHDWLRQ�
RI�YDULRXV�VSHHFKHV���5KHWRULFDO�WKHRULVW�
/OR\G�%LW]HU��������GHVFULEHV�WKLV�DV�
WKH�UKHWRULFDO�VLWXDWLRQ���3XW�VLPSO\��WKH�
rhetorical situation�LV�WKH�FRPELQDWLRQ�
RI�IDFWRUV�WKDW�PDNH�VSHHFKHV�DQG�RWKHU�
GLVFRXUVH�PHDQLQJIXO�DQG�D�XVHIXO�ZD\�
WR�FKDQJH�WKH�ZD\�VRPHWKLQJ�LV���
6WXGHQW�JRYHUQPHQW�OHDGHUV��IRU�
H[DPSOH��VSHDN�RU�ZULWH�WR�RWKHU�
VWXGHQWV�ZKHQ�WKHLU�FDPSXV�LV�IDFLQJ�
WXLWLRQ�RU�IHH�LQFUHDVHV��RU�ZKHQ�
VWXGHQWV�KDYH�DFKLHYHG�VRPHWKLQJ�
VSHFWDFXODU��OLNH�OREE\LQJ�FDPSXV�
DGPLQLVWUDWRUV�IRU�ORZHU�VWXGHQW�IHHV�
DQG�VXFFHHGLQJ���,Q�HLWKHU�FDVH��LW�LV�WKH�
VLWXDWLRQ�WKDW�PDNHV�WKHLU�VSHHFKHV�
DSSURSULDWH�DQG�XVHIXO�IRU�WKHLU�
DXGLHQFH�RI�VWXGHQWV�DQG�XQLYHUVLW\�
HPSOR\HHV���0RUH�LPSRUWDQWO\��WKH\�
VSHDN�ZKHQ�WKHUH�LV�DQ�RSSRUWXQLW\�WR�
FKDQJH�D�XQLYHUVLW\�SROLF\�RU�WR�DOWHU�

WKH�ZD\�VWXGHQWV�WKLQN�RU�EHKDYH�LQ�
UHODWLRQ�WR�D�SDUWLFXODU�HYHQW�RQ�
FDPSXV��
%XW�\RX�QHHG�QRW�UXQ�IRU�SUHVLGHQW�RU�

VWXGHQW�JRYHUQPHQW�LQ�RUGHU�WR�JLYH�D�
PHDQLQJIXO�VSHHFK���2Q�WKH�FRQWUDU\��
RSSRUWXQLWLHV�DERXQG�IRU�WKRVH�
LQWHUHVWHG�LQ�HQJDJLQJ�VSHHFK�DV�D�WRRO�
IRU�FKDQJH���3HUKDSV�WKH�VLPSOHVW�ZD\�
WR�ILQG�D�WRSLF�LV�WR�DVN�\RXUVHOI�D�IHZ�
TXHVWLRQV���6HH�WKH�WH[WER[�HQWLWOHG�
³4XHVWLRQV�IRU�6HOHFWLQJ�D�7RSLF´�IRU�D�
IHZ�TXHVWLRQV�WKDW�ZLOO�KHOS�\RX�FKRRVH�
D�WRSLF��
7KHUH�DUH�RWKHU�TXHVWLRQV�\RX�PLJKW�

DVN�\RXUVHOI��WRR��EXW�WKHVH�VKRXOG�OHDG�
\RX�WR�DW�OHDVW�D�IHZ�WRSLFDO�FKRLFHV���
7KH�PRVW�LPSRUWDQW�ZRUN�WKDW�WKHVH�
TXHVWLRQV�GR�LV�WR�ORFDWH�WRSLFV�ZLWKLQ�
\RXU�SUH�H[LVWLQJ�VSKHUH�RI�NQRZOHGJH�
DQG�LQWHUHVW���'DYLG�=DUHIVN\��������
DOVR�LGHQWLILHV�EUDLQVWRUPLQJ�DV�D�ZD\�
WR�GHYHORS�VSHHFK�WRSLFV��D�VWUDWHJ\�WKDW�
FDQ�EH�KHOSIXO�LI�WKH�TXHVWLRQV�OLVWHG�LQ�
WKH�WH[WER[�GLG�QRW�\LHOG�DQ�DSSURSULDWH�
RU�LQWHUHVWLQJ�WRSLF���
6WDUWLQJ�ZLWK�D�WRSLF�\RX�DUH�DOUHDG\�

LQWHUHVWHG�LQ�ZLOO�OLNHO\�PDNH�ZULWLQJ�
DQG�SUHVHQWLQJ�\RXU�VSHHFK�D�PRUH�
HQMR\DEOH�DQG�PHDQLQJIXO�H[SHULHQFH���
,W�PHDQV�WKDW�\RXU�HQWLUH�VSHHFKZULWLQJ�
SURFHVV�ZLOO�IRFXV�RQ�VRPHWKLQJ�\RX�
ILQG�LPSRUWDQW�DQG�WKDW�\RX�FDQ�SUHVHQW�

 
Questions for Selecting a Topic 

 

x What important events are occurring locally, nationally and 
internationally? 

x What do I care about most? 

x Is there someone or something I can advocate for? 

x What makes me angry/happy? 

x What beliefs/attitudes do I want to share? 

x Is there some information the audience needs to know? 
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WKLV�LQIRUPDWLRQ�WR�SHRSOH�ZKR�VWDQG�WR�
EHQHILW�IURP�\RXU�VSHHFK���
2QFH�\RX�KDYH�DQVZHUHG�WKHVH�

TXHVWLRQV�DQG�QDUURZHG�\RXU�UHVSRQVHV��
\RX�DUH�VWLOO�QRW�GRQH�VHOHFWLQJ�\RXU�
WRSLF���)RU�LQVWDQFH��\RX�PLJKW�KDYH�
GHFLGHG�WKDW�\RX�UHDOO\�FDUH�DERXW�
FRQVHUYLQJ�KDELWDW�IRU�ERJ�WXUWOHV���7KLV�
LV�D�YHU\�EURDG�WRSLF�DQG�FRXOG�HDVLO\�
OHDG�WR�D�GR]HQ�GLIIHUHQW�VSHHFKHV���7R�
UHVROYH�WKLV�SUREOHP��VSHDNHUV�PXVW�
DOVR�FRQVLGHU�WKH�DXGLHQFH�WR�ZKRP�
WKH\�ZLOO�VSHDN��WKH�VFRSH�RI�WKHLU�
SUHVHQWDWLRQ��DQG�WKH�RXWFRPH�WKH\�
ZLVK�WR�DFKLHYH���,I�WKH�ERJ�WXUWOH�
HQWKXVLDVW�NQRZV�WKDW�VKH�ZLOO�EH�
WDONLQJ�WR�D�ORFDO�]RQLQJ�ERDUG�DQG�WKDW�
VKH�KRSHV�WR�VWRS�WKHP�IURP�DOORZLQJ�
EXVLQHVVHV�WR�ORFDWH�RQ�LPSRUWDQW�ERJ�
WXUWOH�KDELWDW��KHU�WRSLF�FDQ�HDVLO\�
PRUSK�LQWR�VRPHWKLQJ�PRUH�VSHFLILF��
1RZ��KHU�VSHHFK�WRSLF�LV�WZR�SURQJHG��
ERJ�WXUWOH�KDELWDW�DQG�]RQLQJ�UXOHV��

�

formulating the purpose 
statements  
%\�KRQLQJ�LQ�RQ�D�YHU\�VSHFLILF�

WRSLF��\RX�EHJLQ�WKH�ZRUN�RI�
IRUPXODWLQJ�\RXU�purpose statement��
,Q�VKRUW��D�SXUSRVH�VWDWHPHQW�FOHDUO\�
VWDWHV�ZKDW�LW�LV�\RX�ZRXOG�OLNH�WR�
DFKLHYH��3XUSRVH�VWDWHPHQWV�DUH�
HVSHFLDOO\�KHOSIXO�IRU�JXLGLQJ�\RX�DV�
\RX�SUHSDUH�\RXU�VSHHFK��:KHQ�
GHFLGLQJ�ZKLFK�PDLQ�SRLQWV��IDFWV��DQG�
H[DPSOHV�WR�LQFOXGH��\RX�VKRXOG�VLPSO\�
DVN�\RXUVHOI�ZKHWKHU�WKH\�DUH�UHOHYDQW�
QRW�RQO\�WR�WKH�WRSLF�\RX�KDYH�VHOHFWHG��
EXW�DOVR�ZKHWKHU�WKH\�VXSSRUW�WKH�JRDO�
\RX�RXWOLQHG�LQ�\RXU�SXUSRVH�VWDWHPHQW��
7KH�general purpose�statement�RI�D�
VSHHFK�PD\�EH�WR�LQIRUP��WR�SHUVXDGH��
WR�LQVSLUH��WR�FHOHEUDWH��WR�PRXUQ��RU�WR�
HQWHUWDLQ��7KXV��LW�LV�FRPPRQ�WR�IUDPH�
D�specific purpose statement�DURXQG�

RQH�RI�WKHVH�JRDOV��$FFRUGLQJ�WR�
2¶+DLU��6WHZDUW��DQG�5XEHQVWHLQ�
��������D�VSHFLILF�SXUSRVH�VWDWHPHQW�
³H[SUHVVHV�ERWK�WKH�WRSLF�DQG�WKH�
JHQHUDO�VSHHFK�SXUSRVH�LQ�DFWLRQ�IRUP�
DQG�LQ�WHUPV�RI�WKH�VSHFLILF�REMHFWLYHV�
\RX�KRSH�WR�DFKLHYH´��S���������)RU�
LQVWDQFH��WKH�ERJ�WXUWOH�KDELWDW�DFWLYLVW�
PLJKW�ZULWH�WKH�IROORZLQJ�VSHFLILF�
SXUSRVH�VWDWHPHQW��$W�WKH�HQG�RI�P\�
VSHHFK��WKH�&ODUNH�&RXQW\�=RQLQJ�
&RPPLVVLRQ�ZLOO�XQGHUVWDQG�WKDW�
ORFDWLQJ�EXVLQHVVHV�LQ�ERJ�WXUWOH�
KDELWDW�LV�D�SRRU�FKRLFH�ZLWK�D�UDQJH�RI�
QHJDWLYH�FRQVHTXHQFHV���,Q�VKRUW��WKH�
JHQHUDO�SXUSRVH�VWDWHPHQW�OD\V�RXW�WKH�
EURDGHU�JRDO�RI�WKH�VSHHFK�ZKLOH�WKH�
VSHFLILF�SXUSRVH�VWDWHPHQW�GHVFULEHV�
SUHFLVHO\�ZKDW�WKH�VSHHFK�LV�LQWHQGHG�WR�
GR��

6XFFHVV�GHPDQGV�VLQJOHQHVV�
RI�SXUSRVH���
����������������a�9LQFH�/RPEDUGL�
 
writing the thesis statement 
7KH�VSHFLILF�SXUSRVH�VWDWHPHQW�LV�D�

WRRO�WKDW�\RX�ZLOO�XVH�DV�\RX�ZULWH�\RXU�
WDON��EXW�LW�LV�XQOLNHO\�WKDW�LW�ZLOO�DSSHDU�
YHUEDWLP�LQ�\RXU�VSHHFK���,QVWHDG��\RX�
ZLOO�ZDQW�WR�FRQYHUW�WKH�VSHFLILF�
SXUSRVH�VWDWHPHQW�LQWR�D�thesis 
statement�WKDW�\RX�ZLOO�VKDUH�ZLWK�\RXU�
DXGLHQFH���$�WKHVLV�VWDWHPHQW�
HQFDSVXODWHV�WKH�PDLQ�SRLQWV�RI�D�
VSHHFK�LQ�MXVW�D�VHQWHQFH�RU�WZR��DQG�LW�
LV�GHVLJQHG�WR�JLYH�DXGLHQFHV�D�TXLFN�
SUHYLHZ�RI�ZKDW�WKH�HQWLUH�VSHHFK�ZLOO�
EH�DERXW���7KH�WKHVLV�VWDWHPHQW�IRU�D�
VSHHFK��OLNH�WKH�WKHVLV�RI�D�UHVHDUFK�
EDVHG�HVVD\��VKRXOG�EH�HDVLO\�
LGHQWLILDEOH�DQG�RXJKW�WR�YHU\�
VXFFLQFWO\�VXP�XS�WKH�PDLQ�SRLQWV�\RX�
ZLOO�SUHVHQW���0RUHRYHU��WKH�WKHVLV�
VWDWHPHQW�VKRXOG�UHIOHFW�WKH�JHQHUDO�
SXUSRVH�RI�\RXU�VSHHFK��LI�\RXU�SXUSRVH�
LV�WR�SHUVXDGH�RU�HGXFDWH��IRU�LQVWDQFH��
WKH�WKHVLV�VKRXOG�DOHUW�DXGLHQFH�
PHPEHUV�WR�WKLV�JRDO���7KH�ERJ�WXUWOH�
HQWKXVLDVW�PLJKW�SUHSDUH�WKH�IROORZLQJ�
WKHVLV�VWDWHPHQW�EDVHG�RQ�KHU�VSHFLILF�
SXUSRVH�VWDWHPHQW���%RJ�WXUWOH�KDELWDWV�
DUH�VHQVLWLYH�WR�D�YDULHW\�RI�DFWLYLWLHV��
EXW�ODQG�GHYHORSPHQW�LV�SDUWLFXODUO\�
KDUPIXO�WR�XQVWDEOH�KDELWDWV���7KH�
&ODUNH�&RXQW\�=RQLQJ�&RPPLVVLRQ�

VKRXOG�SURWHFW�ERJ�WXUWOH�KDELWDWV�E\�
FKRRVLQJ�WR�SURKLELW�EXVLQHVV�IURP�
ORFDWLQJ�LQ�WKHVH�KDELWDWV���,Q�WKLV�
H[DPSOH��WKH�WKHVLV�VWDWHPHQW�RXWOLQHV�
WKH�PDLQ�SRLQWV�DQG�LPSOLHV�WKDW�WKH�
VSHDNHU�ZLOO�EH�DUJXLQJ�IRU�FHUWDLQ�
]RQLQJ�SUDFWLFHV��

writing the body of your speech 
2QFH�\RX�KDYH�ILQLVKHG�WKH�

LPSRUWDQW�ZRUN�RI�GHFLGLQJ�ZKDW�\RXU�
VSHHFK�ZLOO�EH�DERXW��DV�ZHOO�DV�
IRUPXODWLQJ�WKH�SXUSRVH�VWDWHPHQW�DQG�
FUDIWLQJ�WKH�WKHVLV��\RX�VKRXOG�WXUQ�\RXU�
DWWHQWLRQ�WR�ZULWLQJ�WKH�ERG\�RI�\RXU�
VSHHFK���$OO�RI�\RXU�PDLQ�SRLQWV�DUH�
FRQWDLQHG�LQ�WKH�ERG\��DQG�QRUPDOO\�
WKLV�VHFWLRQ�LV�SUHSDUHG�ZHOO�EHIRUH�\RX�
HYHU�ZULWH�WKH�LQWURGXFWLRQ�RU�
FRQFOXVLRQ���7KH�ERG\�RI�\RXU�VSHHFK�
ZLOO�FRQVXPH�WKH�ODUJHVW�DPRXQW�RI�
WLPH�WR�SUHVHQW��DQG�LW�LV�WKH�
RSSRUWXQLW\�IRU�\RX�WR�HODERUDWH�RQ�
IDFWV��HYLGHQFH��H[DPSOHV��DQG�RSLQLRQV�
WKDW�VXSSRUW�\RXU�WKHVLV�VWDWHPHQW�DQG�
GR�WKH�ZRUN�\RX�KDYH�RXWOLQHG�LQ�WKH�
VSHFLILF�SXUSRVH�VWDWHPHQW���&RPELQLQJ�
WKHVH�YDULRXV�HOHPHQWV�LQWR�D�FRKHVLYH�
DQG�FRPSHOOLQJ�VSHHFK��KRZHYHU��LV�QRW�
ZLWKRXW�LWV�GLIILFXOWLHV��WKH�ILUVW�RI�
ZKLFK�LV�GHFLGLQJ�ZKLFK�HOHPHQWV�WR�
LQFOXGH�DQG�KRZ�WKH\�RXJKW�WR�EH�
RUJDQL]HG�WR�EHVW�VXLW�\RXU�SXUSRVH��

*RRG�GHVLJQ�LV�PDNLQJ�
VRPHWKLQJ�LQWHOOLJLEOH�DQG�
PHPRUDEOH��*UHDW�GHVLJQ�LV�
PDNLQJ�VRPHWKLQJ�
PHPRUDEOH�DQG�PHDQLQJIXO���
����������������������a�'LHWHU�5DPV�
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7KH�main points�RI�DQ\�VSHHFK�DUH�
WKH�NH\�SLHFHV�RI�LQIRUPDWLRQ�RU�
DUJXPHQWV�FRQWDLQHG�ZLWKLQ�WKH�WDON�RU�
SUHVHQWDWLRQ���,Q�RWKHU�ZRUGV��WKH�PDLQ�
SRLQWV�DUH�ZKDW�\RXU�DXGLHQFH�VKRXOG�
UHPHPEHU�IURP�\RXU�WDON���8QOLNH�IDFWV�
RU�H[DPSOHV��PDLQ�SRLQWV�DUH�EURDG�DQG�
FDQ�EH�HQFDSVXODWHG�LQ�MXVW�D�VHQWHQFH�
RU�WZR�DQG�UHSUHVHQW�WKH�ELJ�LGHDV�\RX�
ZDQW�WR�FRQYH\�WR�\RXU�DXGLHQFH���,Q�
JHQHUDO��VSHHFKHV�FRQWDLQ�WZR�WR�VHYHQ�
PDLQ�SRLQWV��%RZHU��������WKDW�
FROOHFWLYHO\�OHDG�WR�VRPH�XQGHUVWDQGLQJ�
E\�WKH�HQG�RI�WKH�VSHHFK���)RU�
LQIRUPDWLYH�VSHHFKHV��PDLQ�SRLQWV�
PLJKW�LQFOXGH�KLVWRULFDO�GHWDLOV�WKDW�
DGYDQFH�D�SDUWLFXODU�XQGHUVWDQGLQJ�RI�
DQ�HYHQW���)RU�D�SHUVXDVLYH�VSHHFK��
KRZHYHU��\RXU�PDLQ�SRLQWV�PD\�EH�\RXU�
VHSDUDWH�DUJXPHQWV�WKDW��ZKHQ�
FRPELQHG��KHOS�WR�PDNH�\RXU�FDVH���
:KHQ�ZULWLQJ�\RXU�PDLQ�SRLQWV��\RX�
PD\�ZDQW�WR�GR�VR�LQ�SDUDOOHO�VWUXFWXUH���
Parallel structure�UHIHUV�WR�PDLQ�
SRLQWV�WKDW�DUH�ZRUGHG�XVLQJ�WKH�VDPH�
VWUXFWXUH��SHUKDSV�E\�VWDUWLQJ�ZLWK�D�
FRPPRQ�LQWURGXFWRU\�FODXVH�
�9HUGHUEHU��9HUGHUEHU��	�6HOOQRZ��
��������0DLQ�SRLQWV�GR�QRW�VWDQG�DORQH��
LQVWHDG��VSHDNHUV�PXVW�VXEVWDQWLDWH�
WKHLU�PDLQ�SRLQWV�E\�RIIHULQJ�XS�
H[DPSOHV��VWDWLVWLFV��IDFWV��DQHFGRWHV��RU�
RWKHU�LQIRUPDWLRQ�WKDW�FRQWULEXWH�WR�WKH�
DXGLHQFH¶V�XQGHUVWDQGLQJ�RI�WKH�PDLQ�
SRLQWV���$OO�RI�WKHVH�WKLQJV�PDNH�XS�WKH�
sub-points��ZKLFK�DUH�XVHG�WR�KHOS�
SURYH�WKH�PDLQ�SRLQWV���7KLV�LV�ZKHUH�
DOO�RI�\RXU�UHVHDUFK�DQG�VXSSRUWLQJ�
LQIRUPDWLRQ�FRPHV�LQWR�SOD\��
�

organizational styles 
$IWHU�GHFLGLQJ�ZKLFK�PDLQ�SRLQWV�

DQG�VXE�SRLQWV�\RX�PXVW�LQFOXGH��\RX�
FDQ�JHW�WR�ZRUN�ZULWLQJ�XS�WKH�VSHHFK���
%HIRUH�\RX�GR�VR��KRZHYHU��LW�LV�KHOSIXO�
WR�FRQVLGHU�KRZ�\RX�ZLOO�RUJDQL]H�WKH�
LGHDV���)URP�SUHVHQWLQJ�KLVWRULFDO�
LQIRUPDWLRQ�LQ�FKURQRORJLFDO�RUGHU�DV�
SDUW�RI�DQ�LQIRUPDWLYH�VSHHFK�WR�
GUDZLQJ�D�FRPSDULVRQ�EHWZHHQ�WZR�
LGHDV�LQ�D�SHUVXDVLYH�VSHHFK�WR�RIIHULQJ�
XS�SUREOHPV�DQG�VROXWLRQV��WKHUH�DUH�
PDQ\�ZD\V�LQ�ZKLFK�VSHDNHUV�FDQ�FUDIW�
HIIHFWLYH�VSHHFKHV���7KHVH�DUH�UHIHUUHG�
WR�DV�RUJDQL]DWLRQDO�VW\OHV��RU�WHPSODWHV�

IRU�RUJDQL]LQJ�WKH�PDLQ�SRLQWV�RI�D�
VSHHFK���

�

chronological  
:KHQ�\RX�VSHDN�DERXW�HYHQWV�WKDW�

DUH�OLQNHG�WRJHWKHU�E\�WLPH��LW�LV�
VHQVLEOH�WR�HQJDJH�WKH�FKURQRORJLFDO�
RUJDQL]DWLRQ�VW\OH���,Q�D�chronological 
speech��PDLQ�SRLQWV�DUH�GHOLYHUHG�
DFFRUGLQJ�WR�ZKHQ�WKH\�KDSSHQHG�DQG�
FRXOG�EH�WUDFHG�RQ�D�FDOHQGDU�RU�FORFN���
$UUDQJLQJ�PDLQ�SRLQWV�LQ�FKURQRORJLFDO�
RUGHU�FDQ�EH�KHOSIXO�ZKHQ�GHVFULELQJ�
KLVWRULFDO�HYHQWV�WR�DQ�DXGLHQFH�DV�ZHOO�
DV�ZKHQ�WKH�RUGHU�RI�HYHQWV�LV�
QHFHVVDU\�WR�XQGHUVWDQG�ZKDW�\RX�ZLVK�
WR�FRQYH\���,QIRUPDWLYH�VSHHFKHV�DERXW�
D�VHULHV�RI�HYHQWV�PRVW�FRPPRQO\�
HQJDJH�WKH�FKURQRORJLFDO�VW\OH��DV�GR�
PDQ\�GHPRQVWUDWLYH�VSHHFKHV��H�J���
KRZ�WR�EDNH�D�FDNH�RU�EXLOG�DQ�
DLUSODQH����$QRWKHU�WLPH�ZKHQ�WKH�
FKURQRORJLFDO�VW\OH�PDNHV�VHQVH�LV�
ZKHQ�\RX�WHOO�WKH�VWRU\�RI�VRPHRQH¶V�
OLIH�RU�FDUHHU���)RU�LQVWDQFH��D�VSHHFK�
DERXW�2SUDK�:LQIUH\�PLJKW�EH�
DUUDQJHG�FKURQRORJLFDOO\��VHH�WH[WER[����
,Q�WKLV�FDVH��WKH�PDLQ�SRLQWV�DUH�
DUUDQJHG�E\�IROORZLQJ�:LQIUH\¶V�OLIH�
IURP�ELUWK�WR�WKH�SUHVHQW�WLPH���/LIH�
HYHQWV��H�J���ELUWK��KHU�HDUO\�FDUHHU��KHU�
OLIH�DIWHU�HQGLQJ�WKH�2SUDK�:LQIUH\�
6KRZ��DUH�FRQQHFWHG�WRJHWKHU�DFFRUGLQJ�
WR�ZKHQ�WKH\�KDSSHQHG�DQG�KLJKOLJKW�
WKH�SURJUHVVLRQ�RI�:LQIUH\¶V�FDUHHU���
2UJDQL]LQJ�WKH�VSHHFK�LQ�WKLV�ZD\�
LOOXVWUDWHV�WKH�LQWHUFRQQHFWHGQHVV�RI�OLIH�
HYHQWV���

'RLQJ�WKH�EHVW�DW�WKLV�PRPHQW�
SXWV�\RX�LQ�WKH�EHVW�SODFH�IRU�
WKH�QH[W�PRPHQW���
��������������������a�2SUDK�:LQIUH\�

 
topical 
:KHQ�WKH�PDLQ�SRLQWV�RI�\RXU�VSHHFK�

FHQWHU�RQ�LGHDV�WKDW�DUH�PRUH�GLVWLQFW�
IURP�RQH�DQRWKHU��D�WRSLFDO�
RUJDQL]DWLRQ�VW\OH�PD\�EH�HQJDJHG���,Q�
D�topical speech��PDLQ�SRLQWV�DUH�
GHYHORSHG�VHSDUDWHO\�DQG�DUH�JHQHUDOO\�
FRQQHFWHG�WRJHWKHU�ZLWKLQ�WKH�
LQWURGXFWLRQ�DQG�FRQFOXVLRQ���,Q�RWKHU�
ZRUGV��WKH�WRSLFDO�VW\OH�LV�FUDIWHG�
DURXQG�PDLQ�SRLQWV�DQG�VXE�SRLQWV�WKDW�
DUH�PXWXDOO\�H[FOXVLYH�EXW�UHODWHG�WR�
RQH�DQRWKHU�E\�YLUWXH�RI�WKH�WKHVLV���,W�
PDNHV�VHQVH�WR�XVH�WKH�WRSLFDO�VW\OH�
ZKHQ�HOHPHQWV�DUH�FRQQHFWHG�WR�RQH�
DQRWKHU�EHFDXVH�RI�WKHLU�UHODWLRQVKLS�WR�
WKH�ZKROH���$�WRSLFDO�VSHHFK�DERXW�WKH�
FRPSRVLWLRQ�RI�D�QHZVSDSHU�FRPSDQ\�
FDQ�EH�VHHQ�LQ�WKH�IROORZLQJ�WH[WER[���
7KH�PDLQ�SRLQWV�DUH�OLQNHG�WRJHWKHU�E\�
WKH�IDFW�WKDW�WKH\�DUH�DOO�D�SDUW�RI�WKH�
VDPH�EXVLQHVV���$OWKRXJK�WKH\�DUH�
UHODWHG�LQ�WKDW�ZD\��WKH�WRSLFDO�VW\OH�
LOOXVWUDWHV�WKH�ZD\V�LQ�ZKLFK�WKH�IRXU�
GLIIHUHQW�GHSDUWPHQWV�IXQFWLRQ�DSDUW�
IURP�RQH�DQRWKHU���,Q�WKLV�H[DPSOH��WKH��

 
Oprah Winfrey 

(Chronological Arrangement) 
 
Thesis: Oprah’s career can be 
understood by four key, 
interconnected life stages.  

I. Oprah’s childhood was 
spent in rural Mississippi, 
where she endured sexual 
abuse from family 
members.  

II. Oprah’s early career was 
characterized by stints on 
local radio and television 
networks in Nashville and 
Chicago.  

III. Oprah’s tenure as host of 
the Oprah Winfrey Show 
began in 1986 and lasted 
until 2011, a period of time 
marked by much success.  

IV. Oprah’s most recent 
media venture is OWN: 
The Oprah Winfrey 
Network, which plays host 
to a variety of television 
shows including Oprah’s 
Next Chapter. 
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�
�WRSLFDO�VW\OH�LV�D�JRRG�ILW�EHFDXVH�

WKH�IRXU�GHSDUWPHQWV�DUH�HTXDOO\�
LPSRUWDQW�WR�WKH�IXQFWLRQ�RI�WKH�
QHZVSDSHU�FRPSDQ\��

�

spatial 
$QRWKHU�ZD\�WR�RUJDQL]H�WKH�SRLQWV�

RI�D�VSHHFK�LV�WKURXJK�D�spatial speech��
ZKLFK�DUUDQJHV�PDLQ�SRLQWV�DFFRUGLQJ�
WR�WKHLU�SK\VLFDO�DQG�JHRJUDSKLF�
UHODWLRQVKLSV���7KH�VSDWLDO�VW\OH�LV�DQ�
HVSHFLDOO\�XVHIXO�RUJDQL]DWLRQ�VW\OH�
ZKHQ�WKH�PDLQ�SRLQW¶V�LPSRUWDQFH�LV�
GHULYHG�IURP�LWV�ORFDWLRQ�RU�GLUHFWLRQDO�
IRFXV���,Q�RWKHU�ZRUGV��ZKHQ�WKH�VFHQH�
RU�WKH�FRPSRVLWLRQ�LV�D�FHQWUDO�DVSHFW�RI�
WKH�PDLQ�SRLQWV��WKH�VSDWLDO�VW\OH�LV�DQ�

DSSURSULDWH�ZD\�WR�GHOLYHU�NH\�LGHDV���
7KLQJV�FDQ�EH�GHVFULEHG�IURP�WRS�WR�
ERWWRP��LQVLGH�WR�RXWVLGH��OHIW�WR�ULJKW��
QRUWK�WR�VRXWK��DQG�VR�RQ���,PSRUWDQWO\��
VSHDNHUV�XVLQJ�D�VSDWLDO�VW\OH�VKRXOG�
RIIHU�FRPPHQWDU\�DERXW�WKH�SODFHPHQW�
RI�WKH�PDLQ�SRLQWV�DV�WKH\�PRYH�
WKURXJK�WKH�VSHHFK��DOHUWLQJ�DXGLHQFH�
PHPEHUV�WR�WKH�ORFDWLRQ�FKDQJHV���)RU�
LQVWDQFH��D�VSHHFK�DERXW�7KH�8QLYHUVLW\�
RI�*HRUJLD�PLJKW�EH�DUUDQJHG�VSDWLDOO\���
LQ�WKLV�H[DPSOH��WKH�VSDWLDO�RUJDQL]DWLRQ�
IUDPHV�WKH�GLVFXVVLRQ�LQ�WHUPV�RI�WKH�

FDPSXV�OD\RXW���7KH�VSDWLDO�VW\OH�LV�
ILWWLQJ�VLQFH�WKH�GLIIHUHQFHV�LQ�
DUFKLWHFWXUH�DQG�XVHV�RI�VSDFH�DUH�
UHODWHG�WR�SDUWLFXODU�JHRJUDSKLF�DUHDV��
PDNLQJ�ORFDWLRQ�D�FHQWUDO�RUJDQL]LQJ�
IDFWRU���$V�VXFK��WKH�VSDWLDO�VW\OH�
KLJKOLJKWV�WKHVH�ORFDWLRQ�GLIIHUHQFHV��

�

comparative 
:KHQ�\RX�QHHG�WR�GLVFXVV�WKH�

VLPLODULWLHV�DQG�GLIIHUHQFHV�EHWZHHQ�
WZR�RU�PRUH�WKLQJV��D�FRPSDUDWLYH�
RUJDQL]DWLRQDO�SDWWHUQ�FDQ�EH�
HPSOR\HG���,Q�comparative speeches��
VSHDNHUV�PD\�FKRRVH�WR�FRPSDUH�WKLQJV�
D�FRXSOH�GLIIHUHQW�ZD\V���)LUVW��\RX�
FRXOG�FRPSDUH�WZR�RU�PRUH�WKLQJV�DV�
ZKROH��H�J���GLVFXVV�DOO�WUDLWV�RI�DQ�
DSSOH�DQG�WKHQ�DOO�WUDLWV�RI�DQ�RUDQJH����
6HFRQG��\RX�FRXOG�FRPSDUH�WKHVH�
WKLQJV�HOHPHQW�E\�HOHPHQW��H�J���FRORU�
RI�HDFK��VPHOO�RI�HDFK��$1'�WDVWH�RI�
HDFK����6RPH�WRSLFV�WKDW�DUH�URXWLQHO\�
VSRNHQ�DERXW�FRPSDUDWLYHO\�LQFOXGH�
GLIIHUHQW�FXOWXUHV��GLIIHUHQW�W\SHV�RI�
WUDQVSRUWDWLRQ��DQG�HYHQ�GLIIHUHQW�W\SHV�
RI�FRIIHH���$�FRPSDUDWLYH�VSHHFK�
RXWOLQH�DERXW�HDVWHUQ�DQG�ZHVWHUQ�
FXOWXUHV�FRXOG�ORRN�OLNH�WKLV����

 
Composition of a  

Newspaper Company 
(Topical Arrangement) 

 
Thesis: The newspaper has four 
primary departments.  

I. The advertising 
department sells display 
advertisements to local 
and national businesses. 

II. The editorial department 
produces the written 
content of the 
newspaper, including 
feature stories.  

III. The production 
department lays out the 
pages and manages pre-
press work such as 
distilling the pages and 
processing colors.  

IV. The business department 
processes payments from 
advertisers, employee 
paperwork, and the bi-
weekly payroll. 
 

 
University of Georgia 

(Spatial Arrangement) 
 
Thesis:  The University of Georgia 
is arranged into four distinct 
sections, which are 
characterized by architectural 
and disciplinary differences.  

I. In North Campus, one will 
find the University’s oldest 
building, a sprawling tree-
lined quad, and the 
famous Arches, all of 
which are nestled against 
Athens’ downtown 
district.  

II. In West Campus, dozens 
of dormitories provide 
housing for the 
University’s large 
undergraduate 
population and students 
can regularly be found 
lounging outside or at 
one of the dining halls.  

III. In East Campus, students 
delight in newly 
constructed, modern 
buildings and enjoy the 
benefits of the University’s 
health center, 
recreational facilities, 
and science research 
buildings.  

IV. In South Campus, 
pharmacy, veterinary, 
and biomedical science 
students traverse newly 
constructed parts of 
campus featuring well-
kept landscaping and 
modern architecture. 

 
Eastern vs. Western Culture 
(Comparison Arrangement) 

 
Thesis: There are a variety of 
differences between Eastern 
and Western cultures. 

I. Eastern cultures tend to 
be more collectivistic.   

II. Western cultures tend to 
be more individualistic.  

III. Eastern cultures tend to 
treat health issues 
holistically.  

IV. Western cultures tend to 
treat health issues more 
acutely. 
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,Q�WKLV�W\SH�RI�VSHHFK��WKH�OLVW�RI�
FRPSDULVRQV��ZKLFK�VKRXOG�EH�
VXEVWDQWLDWHG�ZLWK�IXUWKHU�HYLGHQFH��
FRXOG�JR�RQ�IRU�DQ\�QXPEHU�RI�PDLQ�
SRLQWV���7KH�VSHHFK�FRXOG�DOVR�FRPSDUH�
KRZ�WZR�RU�PRUH�WKLQJV�DUH�PRUH�DOLNH�
WKDQ�RQH�PLJKW�WKLQN���)RU�LQVWDQFH��D�
VSHDNHU�FRXOG�GLVFXVV�KRZ�VLQJHUV�
0DGRQQD�DQG�/DG\�*DJD�VKDUH�PDQ\�
VLPLODULWLHV�ERWK�LQ�DHVWKHWLF�VW\OH�DQG�
LQ�WKHLU�PXVLF���

 

problem-solution 
6RPHWLPHV�LW�LV�QHFHVVDU\�WR�VKDUH�D�

SUREOHP�DQG�D�VROXWLRQ�ZLWK�DQ�
DXGLHQFH���,Q�FDVHV�OLNH�WKHVH��WKH�
problem-solution speech�LV�DQ�
DSSURSULDWH�ZD\�WR�DUUDQJH�WKH�PDLQ�
SRLQWV�RI�D�VSHHFK���2QH�IDPLOLDU�
H[DPSOH�RI�VSHHFKHV�RUJDQL]HG�LQ�WKLV�
ZD\�LV�WKH�SROLWLFDO�VSHHFKHV�WKDW�
SUHVLGHQWLDO�KRSHIXOV�JLYH�LQ�WKH�8QLWHG�
6WDWHV���2IWHQ��FDQGLGDWHV�ZLOO�EHJLQ�
WKHLU�VSHHFK�E\�GHVFULELQJ�D�SUREOHP�
FUHDWHG�E\�RU��DW�WKH�YHU\�OHDVW��OHIW�
XQUHVROYHG�E\�WKH�LQFXPEHQW���2QFH�
WKH\�KDYH�HVWDEOLVKHG�WKHLU�YLHZ�RI�WKH�
SUREOHP��WKH\�WKHQ�JR�RQ�WR�IOHVK�RXW�
WKHLU�SURSRVHG�VROXWLRQ���7KH�SUREOHP�
VROXWLRQ�VW\OH�LV�HVSHFLDOO\�XVHIXO�ZKHQ�
WKH�VSHDNHU�ZDQWV�WR�FRQYLQFH�WKH�
DXGLHQFH�WKDW�WKH\�VKRXOG�WDNH�DFWLRQ�LQ�
VROYLQJ�VRPH�SUREOHP���$�SROLWLFDO�
FDQGLGDWH�VHHNLQJ�RIILFH�PLJKW�IUDPH�D�
VSHHFK�XVLQJ�WKH�SUREOHP�VROXWLRQ�VW\OH�
�VVH�WH[ER[���

7KH�GLIIHUHQFH�EHWZHHQ�ZKDW�
ZH�GR�DQG�ZKDW�ZH�DUH�
FDSDEOH�RI�GRLQJ�ZRXOG�
VXIILFH�WR�VROYH�PRVW�RI�WKH�
ZRUOG
V�SUREOHPV���
�������������a�0DKDWPD�*DQGKL��

�
7KLV�H[DPSOH�LOOXVWUDWHV�WKH�ZD\�LQ�

ZKLFK�D�SUREOHP�VROXWLRQ�RULHQWHG�
VSHHFK�FDQ�EH�XVHG�WR�LGHQWLI\�ERWK�D�
JHQHUDO�SUREOHP��HQHUJ\�FULVLV��DQG�D�
VSHFLILF�SUREOHP��LQFXPEHQW¶V�ODFN�RI�
DFWLRQ����0RUHRYHU��WKLV�H[DPSOH�
KLJKOLJKWV�WZR�NLQGV�RI�VROXWLRQV��D�
JHQHUDO�VROXWLRQ�DQG�D�VROXWLRQ�WKDW�LV�
GHSHQGHQW�RQ�WKH�VSHDNHU¶V�
LQYROYHPHQW���7KH�SUREOHP�VROXWLRQ�
VSHHFK�LV�HVSHFLDOO\�DSSURSULDWH�ZKHQ�
WKH�VSHDNHU�GHVLUHV�WR�SURPRWH�D�
SDUWLFXODU�VROXWLRQ�DV�WKLV�RIIHUV�
DXGLHQFH�PHPEHUV�D�ZD\�WR�EHFRPH�
LQYROYHG���:KHWKHU�\RX�DUH�DEOH�WR�
RIIHU�D�VSHFLILF�VROXWLRQ�RU�QRW��NH\�WR�
WKH�SUREOHP�VROXWLRQ�VSHHFK�LV�D�FOHDU�
GHVFULSWLRQ�RI�ERWK�WKH�SUREOHP�DQG�WKH�
VROXWLRQ�ZLWK�FOHDU�OLQNV�GUDZQ�EHWZHHQ�

WKH�WZR���,Q�RWKHU�ZRUGV��WKH�VSHHFK�
VKRXOG�PDNH�VSHFLILF�FRQQHFWLRQV�
EHWZHHQ�WKH�SUREOHP�DQG�KRZ�WKH�
VROXWLRQ�FDQ�EH�HQJDJHG�WR�VROYH�LW��

causal 
6LPLODU�WR�D�SUREOHP�VROXWLRQ�

VSHHFK��D�causal�VSHHFK�LQIRUPV�
DXGLHQFH�PHPEHUV�DERXW�FDXVHV�DQG�
HIIHFWV�WKDW�KDYH�DOUHDG\�KDSSHQHG���,Q�
RWKHU�ZRUGV��D�FDXVDO�RUJDQL]DWLRQ�VW\OH�
ILUVW�DGGUHVVHV�VRPH�FDXVH�DQG�WKHQ�
VKDUHV�ZKDW�HIIHFWV�UHVXOWHG���$�FDXVDO�
VSHHFK�FDQ�EH�SDUWLFXODUO\�HIIHFWLYH�
ZKHQ�WKH�VSHDNHU�ZDQWV�WR�VKDUH�WKH�
UHODWLRQVKLS�EHWZHHQ�WZR�WKLQJV��OLNH�
WKH�FUHDWLRQ�RI�D�YDFFLQH�WR�KHOS�GHWHU�
GLVHDVH���$Q�H[DPSOH�RI�KRZ�D�FDXVDO�
VSHHFK�DERXW�D�VKLQJOHV�YDFFLQH�PLJKW�
EH�GHVLJQHG�IROORZV��
�

 
Presidential Candidate’s 

Speech 
(Problem-Solution Arrangement) 
 

Thesis: The US energy crisis can 
be solved by electing me as 
president since I will devote 
resources to the production of 
renewable forms of energy. 

I. The United States is facing 
an energy crisis because 
we cannot produce 
enough energy ourselves 
to sustain the levels of 
activity needed to run the 
country. (problem) 

II. The current administration 
has failed to invest 
enough resources in 
renewable energy 
practices. (problem) 

III. We can help create a 
more stable situation if we 
work to produce 
renewable forms of 
energy within the United 
States. (solution) 

IV. If you vote for me, I will 
ensure that renewable 
energy creation is a 
priority.  (solution) 

 

 
Shingles Speech 

(Cause-Effect Arrangement) 
 
7KHVLV��7KH�SUHYDOHQFH�RI�WKH�

GLVHDVH�VKLQJOHV�OHG�WR�WKH�LQYHQWLRQ�
RI�D�YDFFLQH���
,� 6KLQJOHV�LV�D�GLVHDVH�WKDW�

FDXVHV�SDLQIXO��EOLVWHULQJ�
UDVKHV�LQ�XS�WR�RQH�PLOOLRQ�
$PHULFDQV�HYHU\�\HDU��
�FDXVH��

,,� ,Q�������D�YDFFLQH�IRU�
VKLQJOHV�ZDV�OLFHQVHG�LQ�WKH�
8QLWHG�6WDWHV�DQG�KDV�EHHQ�
VKRZQ�WR�UHGXFH�WKH�
OLNHOLKRRG�WKDW�SHRSOH�RYHU�
���\HDUV�ROG�ZLOO�JHW�
VKLQJOHV���HIIHFW��

�
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$V�WKH�H[DPSOH�LOOXVWUDWHV��WKH�EDVLF�
FRPSRQHQWV�RI�WKH�FDXVDO�VSHHFK�DUH�
WKH�FDXVH�DQG�WKH�HIIHFW���6XFK�DQ�
RUJDQL]DWLRQDO�VW\OH�LV�XVHIXO�ZKHQ�D�
VSHDNHU�QHHGV�WR�VKDUH�WKH�UHVXOWV�RI�D�
QHZ�SURJUDP��GLVFXVV�KRZ�RQH�DFW�OHG�
WR�DQRWKHU��RU�GLVFXVV�WKH�
SRVLWLYH�QHJDWLYH�RXWFRPHV�RI�WDNLQJ�
VRPH�DFWLRQ��

(YHU\�FKRLFH�\RX�PDNH�KDV�
DQ�HQG�UHVXOW���
�������������������������a�=LJ�=LJODU��
�
&KRRVLQJ�DQ�RUJDQL]DWLRQDO�VW\OH�LV�

DQ�LPSRUWDQW�VWHS�LQ�WKH�VSHHFKZULWLQJ�
SURFHVV���$V�\RX�IRUPXODWH�WKH�SXUSRVH�
RI�\RXU�VSHHFK�DQG�JHQHUDWH�WKH�PDLQ�
SRLQWV�WKDW�\RX�ZLOO�QHHG�WR�LQFOXGH��
VHOHFWLQJ�DQ�DSSURSULDWH�RUJDQL]DWLRQDO�
VW\OH�ZLOO�OLNHO\�EHFRPH�HDVLHU���7KH�
WRSLFDO��VSDWLDO��FDXVDO��FRPSDUDWLYH�DQG�
FKURQRORJLFDO�PHWKRGV�RI�DUUDQJHPHQW�
PD\�EH�EHWWHU�VXLWHG�WR�LQIRUPDWLYH�
VSHHFKHV��ZKHUHDV�WKH�UHIXWDWLRQ�SDWWHUQ�
PD\�ZRUN�ZHOO�IRU�D�SHUVXDVLYH�VSHHFK���
$GGLWLRQDOO\��&KDSWHU����RIIHUV�
DGGLWLRQDO�RUJDQL]DWLRQ�VW\OHV�VXLWHG�IRU�
SHUVXDVLYH�VSHHFKHV��VXFK�DV�WKH�
UHIXWDWLRQ�VSHHFK�DQG�0RQURH¶V�
0RWLYDWHG�6HTXHQFH��0RQURH����������
1H[W��ZH�ZLOO�ORRN�DW�VWDWHPHQWV�WKDW�
KHOS�WLH�DOO�RI�\RXU�SRLQWV�WRJHWKHU�DQG�
WKH�IRUPDO�PRGH�RI�RUJDQL]LQJ�D�VSHHFK�
E\�XVLQJ�RXWOLQHV��

�

connecting your main points 
6LQFH�PDLQ�SRLQWV�DUH�GLVFUHWH�DQG�

LQWHUFRQQHFWHG�LGHDV��DQG�VLQFH�HYHU\�
VSHHFK�FRQWDLQV�PRUH�WKDQ�RQH�PDLQ�
SRLQW��LW�LV�QHFHVVDU\�WR�VWUDWHJLFDOO\�
PDNH�FRQQHFWLRQV�EHWZHHQ�RQH�SRLQW�
DQG�DQRWKHU���7R�OLQN�WKH�LGHDV�RI�\RXU�
VSHHFK��\RX�ZLOO�QHHG�WR�GHYHORS�

signposts��³ZRUGV�DQG�JHVWXUHV�WKDW�
DOORZ�\RX�WR�PRYH�VPRRWKO\�IURP�RQH�
LGHD�WR�WKH�QH[W�WKURXJKRXW�\RXU�
VSHHFK��VKRZLQJ�UHODWLRQVKLSV�EHWZHHQ�
LGHDV�DQG�HPSKDVL]LQJ�LPSRUWDQW�
SRLQWV´��%HHEH�	�%HHEH��������S���������
7KHUH�DUH�VHYHUDO�ZD\V�WR�LQFRUSRUDWH�
VLJQSRVWV�LQWR�\RXU�VSHHFK��DQG�LW�LV�
LPSRUWDQW�WR�GR�VR�VLQFH�WKHVH�VPDOO�
VLJQDOV�NHHS�OLVWHQHUV�HQJDJHG�DQG�
LQIRUPHG�DERXW�ZKHUH�\RX�DUH�LQ�WKH�
VSHHFK���7UDQVLWLRQDO�VWDWHPHQWV��
LQWHUQDO�SUHYLHZV��DQG�VXPPDULHV�DUH�
DOO�VLJQSRVWV�WKDW�FDQ�KHOS�NHHS�\RXU�
VSHHFK�PRYLQJ�DORQJ��

,I�\RX�FU\�
IRUZDUG
��\RX�PXVW�
ZLWKRXW�IDLO�PDNH�SODLQ�LQ�
ZKDW�GLUHFWLRQ�WR�JR���
������������������a�$QWRQ�&KHNKRY�
�
2QH�ZD\�WR�FRQQHFW�SRLQWV�LV�WR�

LQFOXGH�transitional statements���
7UDQVLWLRQDO�VWDWHPHQWV�DUH�SKUDVHV�RU�
VHQWHQFHV�WKDW�OHDG�IURP�RQH�GLVWLQFW�
EXW�FRQQHFWHG�LGHD�WR�DQRWKHU���7KH\�
DUH�XVHG�WR�DOHUW�DXGLHQFHV�WR�WKH�IDFW�
WKDW�\RX�DUH�JHWWLQJ�UHDG\�WR�GLVFXVV�
VRPHWKLQJ�HOVH���:KHQ�PRYLQJ�IURP�
RQH�SRLQW�WR�DQRWKHU��\RXU�WUDQVLWLRQ�
PD\�MXVW�EH�D�ZRUG�RU�VKRUW�SKUDVH���)RU�
LQVWDQFH��\RX�PLJKW�VD\�³QH[W�´�³DOVR�´�
RU�³PRUHRYHU�´��<RX�FDQ�DOVR�
HQXPHUDWH�\RXU�VSHHFK�SRLQWV�DQG�
VLJQDO�WUDQVLWLRQV�E\�VWDUWLQJ�HDFK�SRLQW�
ZLWK�³)LUVW�´�³6HFRQG�´�³7KLUG�´�HW�
FHWHUD���7KH�WH[WER[�DERYH�RIIHUV�D�

VKRUW�OLVW�RI�WUDQVLWLRQDO�VWDWHPHQWV�WKDW�
DUH�KHOSIXO�ZKHQ�\RX�QHHG�WR�VKRZ�
VLPLODULW\�RU�GLIIHUHQFH�EHWZHHQ�WKH�
SRLQWV���<RX�PLJKW�DOVR�LQFRUSRUDWH�
QRQ�YHUEDO�WUDQVLWLRQV��VXFK�DV�EULHI�
SDXVHV�RU�D�PRYHPHQW�DFURVV�WKH�VWDJH���
3DXVLQJ�WR�ORRN�DW�\RXU�DXGLHQFH��
VWHSSLQJ�RXW�IURP�EHKLQG�D�SRGLXP��RU�
HYHQ�UDLVLQJ�RU�ORZHULQJ�WKH�UDWH�RI�
\RXU�YRLFH�FDQ�VLJQDO�WR�DXGLHQFH�
PHPEHUV�WKDW�\RX�DUH�WUDQVLWLRQLQJ���

�
$QRWKHU�ZD\�WR�LQFRUSRUDWH�

VLJQSRVWV�LQWR�\RXU�VSHHFK�LV�E\�
RIIHULQJ�internal previews�ZLWKLQ�\RXU�
VSHHFK��,QWHUQDO�SUHYLHZV��OLNH�WKH�
QDPH�LPSOLHV��OD\�RXW�ZKDW�ZLOO�RFFXU�
GXULQJ�\RXU�VSHHFK���7KH\�WHOO�WKH�
DXGLHQFH�ZKDW�WR�H[SHFW���%HFDXVH�
DXGLHQFH�PHPEHUV�FDQQRW�IOLS�EDFN�DQG�
IRUWK�EHWZHHQ�SDJHV��LQWHUQDO�SUHYLHZV�
KHOS�NHHS�WKHP�RQ�WUDFN�DQG�DZDUH�RI�
ZKDW�WR�EH�OLVWHQLQJ�IRU�DQG�ZKDW�WR�
UHPHPEHU���,QWHUQDO�SUHYLHZV�DUH�
VLPLODU�WR�WKH�SUHYLHZ�VWDWHPHQWV�\RX�
ZLOO�OHDUQ�DERXW�LQ�WKH�FKDSWHU�RQ�
LQWURGXFWLRQV�DQG�FRQFOXVLRQV��&KDSWHU�
����H[FHSW�WKDW�WKH\�DSSHDU�ZLWKLQ�WKH�

Transitional Statements to Show Similarity and Difference 
 
To Show Similarity 
Between Points: 
 

 
� “Similarly” 
� “In the same way” 
� “Also” 
� “Likewise” 
� “In other words” 

 
 
To Show Difference 
Between Points: 
 

 
� “However” 
� “Unlike the last point” 
� “On the other hand” 
� “Conversely” 
� “In opposition” 
� “Another view is that” 
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ERG\�RI�\RXU�VSHHFK�DQG�DUH�PRUH�
VPDOO�VFDOH�WKDQ�WKH�EURDG�SUHYLHZ�\RX�
VKRXOG�SURYLGH�DW�WKH�EHJLQQLQJ�RI�\RXU�
VSHHFK���,Q�JHQHUDO��LQWHUQDO�SUHYLHZV�
DUH�ORQJHU�WKDQ�WUDQVLWLRQDO�VWDWHPHQWV���
,I�\RX�ZHUH�JLYLQJ�D�SUREOHP�VROXWLRQ�
VSHHFK��\RX�PLJKW�LQFOXGH�D�YDULDWLRQ�
RI�WKLV�LQWHUQDO�SUHYLHZ���³1RZ�WKDW�,�
KDYH�GHVFULEHG�WKH�SUREOHPV��OHW¶V�QRZ�
GLVFXVV�VRPH�ZD\V�WKDW�ZH�FDQ�VROYH�
WKHVH�LVVXHV�´��7KH�LQWHUQDO�SUHYLHZ�
RIIHUV�D�QDWXUDO�VHJXH�IURP�SUREOHPV�WR�
VROXWLRQV�DQG�PDNHV�DXGLHQFH�PHPEHUV�
DZDUH�WKDW�DQRWKHU�SRLQW�LV�DERXW�WR�EH�
PDGH���
:KHQ�VSHHFKHV�DUH�ORQJHU�WKDQ�D�IHZ�

PLQXWHV�DQG�LQFOXGH�FRPSOH[�LGHDV�DQG�
LQIRUPDWLRQ��VSHDNHUV�RIWHQ�LQFOXGH�
summaries�ZLWKLQ�WKH�ERG\�RI�WKHLU�
VSHHFK���6XPPDULHV�SURYLGH�D�UHFDS�RI�
ZKDW�KDV�DOUHDG\�EHHQ�VDLG��PDNLQJ�LW�
PRUH�OLNHO\�WKDW�DXGLHQFHV�ZLOO�
UHPHPEHU�WKH�SRLQWV�WKDW�WKH\�KHDU�
DJDLQ���$GGLWLRQDOO\��VXPPDULHV�FDQ�EH�
FRPELQHG�ZLWK�LQWHUQDO�SUHYLHZV�WR�
DOHUW�DXGLHQFH�PHPEHUV�WKDW�WKH�QH[W�
SRLQW�EXLOGV�RQ�WKRVH�WKDW�WKH\�KDYH�
DOUHDG\�KHDUG���

�
7KH�VSHDNHU�EHORZ�KDV�MXVW�ILQLVKHG�

GLVFXVVLQJ�VHYHUDO�UHDVRQV�WURXW�KDELWDWV�
QHHG�IHGHUDO�SURWHFWLRQ��DQG�QH[W�KH�
ZLOO�GLVFXVV�VRPH�ZD\V�WKDW�DXGLHQFH�
PHPEHUV�FDQ�DJLWDWH�IRU�JRYHUQPHQW�
DFWLRQ�RQ�WKHVH�LVVXHV���+LV�FRPELQHG�
LQWHUQDO�SUHYLHZ�DQG�VXPPDU\�ZRXOG�
ORRN�VRPHWKLQJ�OLNH�WKLV��

6R��LQ�UHYLHZ��WURXW�KDELWDWV�QHHG�
IHGHUDO�SURWHFWLRQ�EHFDXVH�WKH\�
EHDU�D�ODUJH�SROOXWLRQ�EXUGHQ��
WKH\�PRVWO\�H[LVW�RQ�SULYDWH�
SURSHUW\��DQG�WKH\�DUH�LQGLFDWRUV�
RI�RWKHU�HQYLURQPHQWDO�KHDOWK�
LVVXHV��1H[W��,�ZLOO�GLVFXVV�VRPH�
ZD\V�WKDW�\RX�FDQ�HQFRXUDJH�WKH�

IHGHUDO�JRYHUQPHQW�WR�SURWHFW�
WKHVH�KDELWDWV�
�
,Q�WKLV�H[DPSOH��WKH�VSHDNHU�ILUVW�

UHPLQGV�DXGLHQFH�PHPEHUV�RI�ZKDW�KH�
KDV�DOUHDG\�DGGUHVVHG�DQG�WKHQ�WHOOV�
WKHP�ZKDW�KH�ZLOO�WDON�DERXW�QH[W���%\�
UHSHDWLQJ�WKH�PDLQ�SRLQWV�LQ�VXPPDU\�
IDVKLRQ��WKH�VSHDNHU�JLYHV�DXGLHQFH�
PHPEHUV�DQRWKHU�RSSRUWXQLW\�WR�
FRQVLGHU�KLV�PDLQ�LGHDV��

*RRG�FRPPXQLFDWLRQ�GRHV�
QRW�PHDQ�WKDW�\RX�KDYH�WR�
VSHDN�LQ�SHUIHFWO\�IRUPHG�
VHQWHQFHV�DQG�SDUDJUDSKV���,W�
LVQ¶W�DERXW�VOLFNQHVV���6LPSOH�
DQG�FOHDU�JR�D�ORQJ�ZD\��
�������������������������a�-RKQ�.RWWHU�
�

outlining your speech 
0RVW�VSHDNHUV�DQG�DXGLHQFH�

PHPEHUV�ZRXOG�DJUHH�WKDW�DQ�RUJDQL]HG�
VSHHFK�LV�ERWK�HDVLHU�WR�SUHVHQW�DV�ZHOO�
DV�PRUH�SHUVXDVLYH���3XEOLF�VSHDNLQJ�
WHDFKHUV�HVSHFLDOO\�EHOLHYH�LQ�WKH�SRZHU�
RI�RUJDQL]LQJ�\RXU�VSHHFK��ZKLFK�LV�
ZK\�WKH\�HQFRXUDJH��DQG�RIWHQ�UHTXLUH��
WKDW�\RX�FUHDWH�DQ�RXWOLQH�IRU�\RXU�
VSHHFK���Outlines��RU�WH[WXDO�
DUUDQJHPHQWV�RI�DOO�WKH�YDULRXV�
HOHPHQWV�RI�D�VSHHFK��DUH�D�YHU\�
FRPPRQ�ZD\�RI�RUJDQL]LQJ�D�VSHHFK�
EHIRUH�LW�LV�GHOLYHUHG���0RVW�
H[WHPSRUDQHRXV�VSHDNHUV�NHHS�WKHLU�
RXWOLQHV�ZLWK�WKHP�GXULQJ�WKH�VSHHFK�DV�
D�ZD\�WR�HQVXUH�WKDW�WKH\�GR�QRW�OHDYH�
RXW�DQ\�LPSRUWDQW�HOHPHQWV�DQG�WR�NHHS�
WKHP�RQ�WUDFN���:ULWLQJ�DQ�RXWOLQH�LV�
DOVR�LPSRUWDQW�WR�WKH�VSHHFKZULWLQJ�
SURFHVV�VLQFH�GRLQJ�VR�IRUFHV�WKH�
VSHDNHUV�WR�WKLQN�DERXW�WKH�PDLQ�SRLQWV�
DQG�VXE�SRLQWV��WKH�H[DPSOHV�WKH\�ZLVK�
WR�LQFOXGH��DQG�WKH�ZD\V�LQ�ZKLFK�WKHVH�
HOHPHQWV�FRUUHVSRQG�WR�RQH�DQRWKHU���,Q�
VKRUW��WKH�RXWOLQH�IXQFWLRQV�ERWK�DV�DQ�
RUJDQL]DWLRQ�WRRO�DQG�DV�D�UHIHUHQFH�IRU�
GHOLYHULQJ�D�VSHHFK��

outline types 
7KHUH�DUH�WZR�W\SHV�RI�RXWOLQHV���7KH�

ILUVW�RXWOLQH�\RX�ZLOO�ZULWH�LV�FDOOHG�WKH�
preparation outline���$OVR�FDOOHG�D�
ZRUNLQJ��SUDFWLFH��RU�URXJK�RXWOLQH��WKH�

SUHSDUDWLRQ�RXWOLQH�LV�XVHG�WR�ZRUN�
WKURXJK�WKH�YDULRXV�FRPSRQHQWV�RI�
\RXU�VSHHFK�LQ�DQ�LQYHQWLYH�IRUPDW���
6WHSKHQ�(��/XFDV��������SXW�LW�VLPSO\��
³7KH�SUHSDUDWLRQ�RXWOLQH�LV�MXVW�ZKDW�LWV�
QDPH�LPSOLHV²DQ�RXWOLQH�WKDW�KHOSV�
\RX�SUHSDUH�WKH�VSHHFK´��S���������
:KHQ�ZULWLQJ�WKH�SUHSDUDWLRQ�RXWOLQH��
\RX�VKRXOG�IRFXV�RQ�ILQDOL]LQJ�WKH�
SXUSRVH�DQG�WKHVLV�VWDWHPHQWV��ORJLFDOO\�
RUGHULQJ�\RXU�PDLQ�SRLQWV��GHFLGLQJ�
ZKHUH�VXSSRUWLQJ�PDWHULDO�VKRXOG�EH�
LQFOXGHG��DQG�UHILQLQJ�WKH�RYHUDOO�
RUJDQL]DWLRQDO�SDWWHUQ�RI�\RXU�VSHHFK���
$V�\RX�ZULWH�WKH�SUHSDUDWLRQ�RXWOLQH��
\RX�PD\�ILQG�LW�QHFHVVDU\�WR�UHDUUDQJH�
\RXU�SRLQWV�RU�WR�DGG�RU�VXEWUDFW�
VXSSRUWLQJ�PDWHULDO���<RX�PD\�DOVR�
UHDOL]H�WKDW�VRPH�RI�\RXU�PDLQ�SRLQWV�
DUH�VXIILFLHQWO\�VXSSRUWHG�ZKLOH�RWKHUV�
DUH�ODFNLQJ���7KH�ILQDO�GUDIW�RI�\RXU�
SUHSDUDWLRQ�RXWOLQH�VKRXOG�LQFOXGH�IXOO�
VHQWHQFHV��PDNLQJ�XS�D�FRPSOHWH�VFULSW�
RI�\RXU�HQWLUH�VSHHFK���,Q�PRVW�FDVHV��
KRZHYHU��WKH�SUHSDUDWLRQ�RXWOLQH�LV�
UHVHUYHG�IRU�SODQQLQJ�SXUSRVHV�RQO\�
DQG�LV�WUDQVODWHG�LQWR�D�VSHDNLQJ�RXWOLQH�
EHIRUH�\RX�GHOLYHU�WKH�VSHHFK��
$�speaking outline�LV�WKH�RXWOLQH�

\RX�ZLOO�SUHSDUH�IRU�XVH�ZKHQ�
GHOLYHULQJ�WKH�VSHHFK���7KH�VSHDNLQJ�
RXWOLQH�LV�PXFK�PRUH�VXFFLQFW�WKDQ�WKH�
SUHSDUDWLRQ�RXWOLQH�DQG�LQFOXGHV�EULHI�
SKUDVHV�RU�ZRUGV�WKDW�UHPLQG�WKH�
VSHDNHUV�RI�WKH�SRLQWV�WKH\�QHHG�WR�
PDNH��SOXV�VXSSRUWLQJ�PDWHULDO�DQG�
VLJQSRVWV��%HHEH�	�%HHEH����������7KH�
ZRUGV�RU�SKUDVHV�XVHG�RQ�WKH�VSHDNLQJ�
RXWOLQH�VKRXOG�EULHIO\�HQFDSVXODWH�DOO�RI�
WKH�LQIRUPDWLRQ�QHHGHG�WR�SURPSW�WKH�
VSHDNHU�WR�DFFXUDWHO\�GHOLYHU�WKH�
VSHHFK���$OWKRXJK�VRPH�FDVHV�FDOO�IRU�
UHDGLQJ�D�VSHHFK�YHUEDWLP�IURP�WKH�
IXOO�VHQWHQFH�RXWOLQH��LQ�PRVW�FDVHV�
VSHDNHUV�ZLOO�VLPSO\�UHIHU�WR�WKHLU�
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VSHDNLQJ�RXWOLQH�IRU�TXLFN�UHPLQGHUV�
DQG�WR�HQVXUH�WKDW�WKH\�GR�QRW�RPLW�DQ\�
LPSRUWDQW�LQIRUPDWLRQ���%HFDXVH�LW�XVHV�
MXVW�ZRUGV�RU�VKRUW�SKUDVHV��DQG�QRW�IXOO�
VHQWHQFHV��WKH�VSHDNLQJ�RXWOLQH�FDQ�
HDVLO\�EH�WUDQVIHUUHG�WR�LQGH[�FDUGV�WKDW�
FDQ�EH�UHIHUHQFHG�GXULQJ�D�VSHHFK��

outline structure 
%HFDXVH�DQ�RXWOLQH�LV�XVHG�WR�DUUDQJH�

DOO�RI�WKH�HOHPHQWV�RI�\RXU�VSHHFK��LW�
PDNHV�VHQVH�WKDW�WKH�RXWOLQH�LWVHOI�KDV�
DQ�RUJDQL]DWLRQDO�KLHUDUFK\�DQG�D�
FRPPRQ�IRUPDW���$OWKRXJK�WKHUH�DUH�D�
YDULHW\�RI�RXWOLQH�VW\OHV��JHQHUDOO\�WKH\�
IROORZ�WKH�VDPH�SDWWHUQ���0DLQ�LGHDV�
DUH�SUHFHGHG�E\�5RPDQ�QXPHUDOV��,��,,��
,,,��HWF�����6XE�SRLQWV�DUH�SUHFHGHG�E\�
FDSLWDO�OHWWHUV��$��%��&��HWF����WKHQ�

$UDELF�QXPHUDOV�����������HWF����DQG�
ILQDOO\�ORZHUFDVH�OHWWHUV��D��E��F��HWF����
(DFK�OHYHO�RI�VXERUGLQDWLRQ�LV�DOVR�
GLIIHUHQWLDWHG�IURP�LWV�SUHGHFHVVRU�E\�
LQGHQWLQJ�D�IHZ�VSDFHV���,QGHQWLQJ�
PDNHV�LW�HDV\�WR�ILQG�\RXU�PDLQ�SRLQWV��
VXE�SRLQWV��DQG�WKH�VXSSRUWLQJ�SRLQWV�
DQG�H[DPSOHV�EHORZ�WKHP���6LQFH�WKHUH�
DUH�WKUHH�VHFWLRQV�WR�\RXU�VSHHFK²
LQWURGXFWLRQ��ERG\��DQG�FRQFOXVLRQ²
\RXU�RXWOLQH�QHHGV�WR�LQFOXGH�DOO�RI�
WKHP���(DFK�RI�WKHVH�VHFWLRQV�LV�WLWOHG�
DQG�WKH�PDLQ�SRLQWV�VWDUW�ZLWK�5RPDQ�
QXPHUDO�,���
,Q�DGGLWLRQ�WR�WKHVH�IRUPDWWLQJ�

VXJJHVWLRQV��WKHUH�DUH�VRPH�DGGLWLRQDO�
HOHPHQWV�WKDW�VKRXOG�EH�LQFOXGHG�DW�WKH�
EHJLQQLQJ�RI�\RXU�RXWOLQH��WKH�WLWOH��

WRSLF��VSHFLILF�SXUSRVH�VWDWHPHQW��DQG�
WKHVLV�VWDWHPHQW���7KHVH�HOHPHQWV�DUH�
KHOSIXO�WR�\RX��WKH�VSHHFKZULWHU��VLQFH�
WKH\�UHPLQG�\RX�ZKDW��VSHFLILFDOO\��\RX�
DUH�WU\LQJ�WR�DFFRPSOLVK�LQ�\RXU�
VSHHFK���7KH\�DUH�DOVR�KHOSIXO�WR�
DQ\RQH�UHDGLQJ�DQG�DVVHVVLQJ�\RXU�
RXWOLQH�VLQFH�NQRZLQJ�ZKDW�\RX�ZDQW�WR�
DFFRPSOLVK�ZLOO�GHWHUPLQH�KRZ�WKH\�
SHUFHLYH�WKH�HOHPHQWV�LQFOXGHG�LQ�\RXU�
RXWOLQH���$GGLWLRQDOO\��\RX�VKRXOG�ZULWH�
RXW�WKH�WUDQVLWLRQDO�VWDWHPHQWV�WKDW�\RX�
ZLOO�XVH�WR�DOHUW�DXGLHQFHV�WKDW�\RX�DUH�
PRYLQJ�IURP�RQH�SRLQW�WR�DQRWKHU���
7KHVH�DUH�LQFOXGHG�LQ�SDUHQWKHVHV�
EHWZHHQ�PDLQ�SRLQWV��$W�WKH�HQG�RI�WKH�
RXWOLQHV��\RX�VKRXOG�LQFOXGH�
ELEOLRJUDSKLF�LQIRUPDWLRQ�IRU�DQ\�
RXWVLGH�UHVRXUFHV�\RX�PHQWLRQ�GXULQJ�
WKH�VSHHFK���7KHVH�VKRXOG�EH�FLWHG�
XVLQJ�ZKDWHYHU�FLWDWLRQV�VW\OH�\RXU�
SURIHVVRU�UHTXLUHV���7KH�WH[WER[�HQWLWOHG�
³2XWOLQH�)RUPDWWLQJ�*XLGH´�SURYLGHV�
DQ�H[DPSOH�RI�WKH�DSSURSULDWH�RXWOLQH�
IRUPDW��

,I�\RX�GR�QRW�FKDQJH�
GLUHFWLRQ��\RX�PD\�HQG�XS�
ZKHUH�\RX�DUH�KHDGLQJ���
��������������������������a�/DR�7]X�
�

preparation outline 
7KLV�FKDSWHU�FRQWDLQV�WKH�SUHSDUDWLRQ�

DQG�VSHDNLQJ�RXWOLQHV�IRU�D�VKRUW�VSHHFK�
WKH�DXWKRU�RI�WKLV�FKDSWHU�JDYH�DERXW�
KRZ�VPDOO�RUJDQL]DWLRQV�FDQ�ZRUN�RQ�
LVVXHV�UHODWHG�WR�FOLPDWH�FKDQJH��VHH�
DSSHQGLFHV���,Q�WKLV�H[DPSOH��WKH�WLWOH��
VSHFLILF�SXUSRVH��WKHVLV��DQG�OLVW�RI�
YLVXDO�DLGV�SUHFHGHV�WKH�VSHHFK���
'HSHQGLQJ�RQ�\RXU�LQVWUXFWRU¶V�
UHTXLUHPHQWV��\RX�PD\�QHHG�WR�LQFOXGH�
WKHVH�GHWDLOV�SOXV�DGGLWLRQDO�
LQIRUPDWLRQ���,W�LV�DOVR�D�JRRG�LGHD�WR�
NHHS�WKHVH�GHWDLOV�DW�WKH�WRS�RI�\RXU�
GRFXPHQW�DV�\RX�ZULWH�WKH�VSHHFK�VLQFH�
WKH\�ZLOO�KHOS�NHHS�\RX�RQ�WUDFN�WR�
GHYHORSLQJ�DQ�RUJDQL]HG�VSHHFK�WKDW�LV�
LQ�OLQH�ZLWK�\RXU�VSHFLILF�SXUSRVH�DQG�
KHOSV�SURYH�\RXU�WKHVLV���$W�WKH�HQG�RI�
WKH�FKDSWHU��LQ�$SSHQGL[�$��\RX�FDQ�
ILQG�D�IXOO�OHQJWK�H[DPSOH�RI�D�
3UHSDUDWLRQ��)XOO�6HQWHQFH��2XWOLQH�
�

 
Outline Formatting Guide 

 
 
Title: Organizing Your Public Speech 
Topic: Organizing public speeches 
Specific Purpose Statement: To inform listeners about the various ways in 
which they can organize their public speeches. 
Thesis Statement: A variety of organizational styles can used to organize 
public speeches. 
 
Introduction 
Paragraph that gets the attention of the audience, establishes goodwill 
with the audience, states the purpose of the speech, and previews the 
speech and its structure.  
(Transition) 
Body 
I. Main point 
 A. Sub-point 
 B. Sub-point 
 C. Sub-point 
  1. Supporting point 
  2. Supporting point 
(Transition) 
II. Main point 
 A. Sub-point 
  1. Supporting point 
   a. Example 
   b. Example 
  2. Supporting point 
 B. Sub-point 
(Transition) 
Conclusion 
Paragraph that prepares the audience for the end of the speech, 
presents any final appeals, and summarizes and wraps up the speech.  
Bibliography  
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speaking outline 
,Q�$SSHQGL[�%��WKH�3UHSDUDWLRQ�

2XWOLQH�LV�FRQGHQVHG�LQWR�MXVW�D�IHZ�
VKRUW�NH\�ZRUGV�RU�SKUDVHV�WKDW�ZLOO�
UHPLQG�VSHDNHUV�WR�LQFOXGH�DOO�RI�WKHLU�
PDLQ�SRLQWV�DQG�VXSSRUWLQJ�
LQIRUPDWLRQ���7KH�LQWURGXFWLRQ�DQG�
FRQFOXVLRQ�DUH�QRW�LQFOXGHG�VLQFH�WKH\�
ZLOO�VLPSO\�EH�LQVHUWHG�IURP�WKH�
3UHSDUDWLRQ�2XWOLQH���,W�LV�HDV\�WR�IRUJHW�
\RXU�FDWFK\�DWWHQWLRQ�JHWWHU�RU�ILQDO�
WKRXJKWV�\RX�KDYH�SUHSDUHG�IRU�\RXU�
DXGLHQFH��VR�LW�LV�EHVW�WR�LQFOXGH�WKH�IXOO�
VHQWHQFH�YHUVLRQV�HYHQ�LQ�\RXU�
VSHDNLQJ�RXWOLQH��

using the speaking outline 
2QFH�\RX�KDYH�SUHSDUHG�WKH�RXWOLQH�

DQG�DUH�DOPRVW�UHDG\�WR�JLYH�\RXU�
VSHHFK��\RX�VKRXOG�GHFLGH�KRZ�\RX�
ZDQW�WR�IRUPDW�\RXU�RXWOLQH�IRU�
SUHVHQWDWLRQ��0DQ\�VSHDNHUV�OLNH�WR�
FDUU\�D�VWDFN�RI�SDSHUV�ZLWK�WKHP�ZKHQ�
WKH\�VSHDN��EXW�RWKHUV�DUH�PRUH�
FRPIRUWDEOH�ZLWK�D�VPDOOHU�VWDFN�RI�
LQGH[�FDUGV�ZLWK�WKH�RXWOLQH�FRSLHG�
RQWR�WKHP��0RUHRYHU��VSHDNLQJ�
LQVWUXFWRUV�RIWHQ�KDYH�UHTXLUHPHQWV�IRU�
KRZ�\RX�VKRXOG�IRUPDW�WKH�VSHDNLQJ�
RXWOLQH��:KHWKHU�\RX�GHFLGH�WR�XVH�
LQGH[�FDUGV�RU�WKH�SULQWHG�RXWOLQH��KHUH�
DUH�D�IHZ�WLSV��)LUVW��ZULWH�ODUJH�HQRXJK�
VR�WKDW�\RX�GR�QRW�KDYH�WR�EULQJ�WKH�

FDUGV�RU�SDJHV�FORVH�WR�\RXU�H\HV�WR�
UHDG�WKHP��6HFRQG��PDNH�VXUH�\RX�KDYH�
WKH�FDUGV�SDJHV�LQ�WKH�FRUUHFW�RUGHU�DQG�
ERXQG�WRJHWKHU�LQ�VRPH�ZD\�VR�WKDW�
WKH\�GR�QRW�JHW�RXW�RI�RUGHU��7KLUG��MXVW�
LQ�FDVH�WKH�FDUGV�SDJHV�GR�JHW�RXW�RI�
RUGHU��WKLV�KDSSHQV�WRR�RIWHQ����EH�VXUH�
WKDW�\RX�QXPEHU�HDFK�LQ�WKH�WRS�ULJKW�
FRUQHU�VR�\RX�FDQ�TXLFNO\�DQG�HDVLO\�
JHW�WKLQJV�RUJDQL]HG��)RXUWK��WU\�QRW�WR�
ILGGOH�ZLWK�WKH�FDUGV�SDJHV�ZKHQ�\RX�
DUH�VSHDNLQJ��,W�LV�EHVW�WR�OD\�WKHP�
GRZQ�LI�\RX�KDYH�D�SRGLXP�RU�WDEOH�LQ�
IURQW�RI�\RX��,I�QRW��SUDFWLFH�UHDGLQJ�
IURP�WKHP�LQ�IURQW�RI�D�PLUURU��<RX�
VKRXOG�EH�DEOH�WR�ORRN�GRZQ�TXLFNO\��
UHDG�WKH�WH[W��DQG�WKHQ�UHWXUQ�WR�\RXU�
JD]H�WR�WKH�DXGLHQFH��

$Q\�LQWHOOLJHQW�IRRO�FDQ�PDNH�
WKLQJV�ELJJHU�DQG�PRUH�
FRPSOH[����,W�WDNHV�D�WRXFK�RI�
JHQLXV���DQG�D�ORW�RI�FRXUDJH�
WR�PRYH�LQ�WKH�RSSRVLWH�
GLUHFWLRQ���
�����������������a�$OEHUW�(LQVWHLQ�
�

conclusion 
,I�\RX�KDYH�EHHQ�XVLQJ�WKLV�FKDSWHU�

WR�JXLGH�\RX�WKURXJK�WKH�RUJDQL]DWLRQDO�
VWDJHV�RI�ZULWLQJ�\RXU�VSHHFK��\RX�KDYH�
OLNHO\�GLVFRYHUHG�WKDW�JHWWLQJ�RUJDQL]HG�
LV�YHU\�FKDOOHQJLQJ�EXW�DOVR�YHU\�

UHZDUGLQJ��/LNH�FOHDQLQJ�XS�D�PHVV\�
NLWFKHQ�RU�RUJDQL]LQJ�\RXU�FORVHW��GRLQJ�
WKH�PRUH�WHGLRXV�ZRUN�RI�RUJDQL]LQJ�
\RXU�VSHHFK�LV�DQ�DFWLYLW\�\RX�ZLOO�
DSSUHFLDWH�PRVW�RQFH�LW�LV�GRQH��)URP�
WKH�YHU\�EHJLQQLQJ�VWDJHV�RI�
RUJDQL]DWLRQ��OLNH�FKRRVLQJ�D�WRSLF�DQG�
ZULWLQJ�D�WKHVLV�VWDWHPHQW��WR�GHFLGLQJ�
KRZ�EHVW�WR�DUUDQJH�WKH�PDLQ�SRLQWV�RI�
\RXU�VSHHFK�DQG�RXWOLQLQJ��JHWWLQJ�
RUJDQL]HG�LV�RQH�VWHS�WRZDUG�DQ�
HIIHFWLYH�DQG�HQJDJLQJ�VSHHFK�RU�
SUHVHQWDWLRQ���
+DG�0HJ��WKH�VWXGHQW�PHQWLRQHG�LQ�

WKH�RSHQLQJ�DQHFGRWH��WDNHQ�VRPH�WLPH�
WR�ZRUN�WKURXJK�WKH�RUJDQL]DWLRQDO�
SURFHVV��LW�LV�OLNHO\�KHU�VSHHFK�ZRXOG�
KDYH�JRQH�PXFK�PRUH�VPRRWKO\�ZKHQ�
VKH�ILQLVKHG�KHU�LQWURGXFWLRQ��,W�LV�YHU\�
FRPPRQ�IRU�EHJLQQLQJ�VSHDNHUV�WR�
VSHQG�D�JUHDW�GHDO�RI�WKHLU�WLPH�
SUHSDULQJ�FDWFK\�LQWURGXFWLRQV��IDQF\�
3RZHU3RLQW�SUHVHQWDWLRQV��DQG�QLFH�
FRQFOXVLRQV��ZKLFK�DUH�DOO�YHU\�
LPSRUWDQW��+RZHYHU��WKH�ERG\�RI�DQ\�
VSHHFK�LV�ZKHUH�WKH�VSHDNHU�PXVW�PDNH�
HIIHFWLYH�DUJXPHQWV��SURYLGH�KHOSIXO�
LQIRUPDWLRQ��HQWHUWDLQ��DQG�WKH�OLNH��VR�
LW�PDNHV�VHQVH�WKDW�VSHDNHUV�VKRXOG�
GHYRWH�D�SURSRUWLRQDWH�DPRXQW�RI�WLPH�
WR�WKHVH�DUHDV�DV�ZHOO��%\�IROORZLQJ�WKLV�
FKDSWHU��DV�ZHOO�DV�VWXG\LQJ�WKH�RWKHU�
FKDSWHUV�LQ�WKLV�WH[W��\RX�VKRXOG�EH�
SUHSDUHG�WR�FUDIW�LQWHUHVWLQJ��
FRPSHOOLQJ��DQG�RUJDQL]HG�VSHHFKHV��
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chapter review questions and activities 
 
review questions 
 
���1DPH�WKUHH�TXHVWLRQV�\RX�VKRXOG�DVN�\RXUVHOI�ZKHQ�VHOHFWLQJ�D�WRSLF��
�
���:KDW�LV�WKH�GLIIHUHQFH�EHWZHHQ�D�JHQHUDO�DQG�VSHFLILF�SXUSRVH�VWDWHPHQW"�:ULWH�H[DPSOHV�RI�HDFK�IRU�HDFK�RI�WKHVH�

WRSLFV��GRJ�WUDLQLQJ��EDNLQJ�D�FDNH��FOLPDWH�FKDQJH��
�
���+RZ�GRHV�WKH�WKHVLV�VWDWHPHQW�GLIIHU�IURP�WKH�VSHFLILF�SXUSRVH�VWDWHPHQW"�
�
���:KLFK�VSHHFK�RUJDQL]DWLRQ�VW\OH�DUUDQJHV�SRLQWV�E\�WLPH"�:KLFK�RQH�DUUDQJHV�SRLQWV�E\�GLUHFWLRQ"�:KLFK�RQH�

DUUDQJHV�SRLQWV�DFFRUGLQJ�WR�D�ILYH�VWHS�VHTXHQFH"�
�
���:KLFK�VSHHFK�RUJDQL]DWLRQ�VW\OHV�DUH�EHVW�VXLWHG�IRU�SHUVXDVLYH�VSHHFKHV"�
�
���'HILQH�VLJQSRVW��:KDW�DUH�WKUHH�W\SHV�RI�VLJQSRVWV"�
�
���:KDW�LV�WKH�FRUUHFW�IRUPDW�IRU�D�VSHHFK�RXWOLQH"�

 
activities 
�
������5HYHUVH�RXWOLQLQJ���
'XULQJ�D�FODVVPDWH
V�VSHHFK��SD\�VSHFLDO�DWWHQWLRQ�WR�WKH�RUJDQL]DWLRQ�VW\OH�WKDW�KH�RU�VKH�HPSOR\V��$V�WKH\�JLYH�WKHLU�

VSHHFK��WU\�WR�FRQVWUXFW�DQ�RXWOLQH�EDVHG�RQ�ZKDW�\RX�KHDU��,I�\RXU�FODVVPDWH�KDV�IROORZHG�PDQ\�RI�WKH�VXJJHVWLRQV�
SURYLGHG�LQ�WKLV�DQG�RWKHU�FKDSWHUV��\RX�VKRXOG�EH�DEOH�WR�LGHQWLI\�DQG�UHSOLFDWH�WKH�VWUXFWXUH�RI�WKH�VSHHFK��&RPSDUH�\RXU�
�UHYHUVH��RXWOLQH�ZLWK�WKH�VSHDNLQJ�RXWOLQH��'LVFXVV�DQ\�DUHDV�RI�GLVFUHSDQF\���
�
����7RSLF�3URSRVDO�:RUNVKRS���
2IWHQ��VHOHFWLQJ�D�WRSLF�FDQ�EH�RQH�RI�WKH�PRVW�FKDOOHQJLQJ�VWHSV�LQ�GHYHORSLQJ�D�VSHHFK�IRU�\RXU�FODVV��3ULRU�WR�FODVV��

UHYLHZ�WKH�WH[WER[��4XHVWLRQV�IRU�VHOHFWLQJ�D�WRSLF��RQ�SDJH������$QVZHU�WKHVH�TXHVWLRQV�DQG�FKRRVH�D�WHQWDWLYH�WRSLF��
:ULWH�XS�D�VKRUW�SDUDJUDSK�DERXW�\RXU�WRSLF�WKDW�GHVFULEHV�LWV�LPSRUWDQFH��ZK\�LW�LQWHUHVWV�\RX��DQG�ZKDW�\RX�ZRXOG�OLNH�WR�
FRQYH\�WR�DQ�DXGLHQFH�DERXW�\RXU�SURSRVHG�WRSLF��,Q�FODVV��PHHW�ZLWK�WZR�RU�WKUHH�DGGLWLRQDO�VWXGHQWV�WR�GLVFXVV�DQG�
ZRUNVKRS�HDFK�RI�\RXU�WRSLFV��$V�\RX�GLVFXVV�\RXU�WRSLF�ZLWK�RWKHUV��MRW�GRZQ�ZKDW�TXHVWLRQV�WKH\�KDG��ZKDW�DVSHFWV�WKH\�
VHHPHG�WR�ILQG�PRVW�LQWHUHVWLQJ��DQG�DQ\�VXJJHVWLRQV�\RXU�SHHUV�PLJKW�KDYH��2QFH�WKH�ZRUNVKRS�LV�FRPSOHWH��SURFHHG�ZLWK�
QDUURZLQJ�\RXU�WRSLF�WR�VRPHWKLQJ�PDQDJHDEOH��
�
�
�
�
�
�
�

�
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glossary 
Chronological Speech  

A speech in which the main points are delivered 
according to when they happened and could be traced 
on a calendar or clock.  

 
Comparative Speech 

A speech in which two or more objects, ideas, beliefs, 
events, places, or things are compared or contrasted 
with one another. 

 
Causal Speech 

A speech that informs audience members about causes 
and effects that have already happened. 

 
General Purpose Statement 

The overarching goal of a speech; for instance, to inform, 
to persuade, to inspire, to celebrate, to mourn, or to 
entertain.  

 
Internal Previews 

Short descriptions of what a speaker will do and say 
during a speech; may be at the beginning and within the 
body of a speech.  

 
Main Points 

The key pieces of information or arguments contained 
within a talk or presentation.  

 
Monroe’s Motivated Sequence 

An organization style that is designed to motivate the 
audience to take a particular action and is characterized 
by a five-step sequence: (1) attention, (2) need, (3) 
satisfaction, (4), visualization, and (5) action appeal.  

 
Organizational Styles 

Templates for organizing the main points of a speech 
that are rooted in traditions of public discourse and can 
jumpstart the speechwriting process.  

 
Outline 

Hierarchal textual arrangement of all the various 
elements of a speech. 

 
Parallel Structure 

Main points that are worded using the same structure. 
 
Preparation Outline 

A full-sentence outline that is used during the planning 
stages to flesh out ideas, arrange main points, and to 
rehearse the speech; could be used as a script if 
presenting a manuscript style speech. 

 
Problem-Solution Speech 

A speech in which problems and solutions are presented 
alongside one another with a clear link between a 
problem and its solution.  

 
Refutation Speech 

A speech that anticipates the audience’s opposition, then 
brings attention to the tensions between the two sides, 
and finally refutes them using evidential support. 

 
Rhetorical Situation 

According to Lloyd Bitzer, "a complex of persons, events, 
objects, and relations presenting an actual or potential 
exigence which can be completely or partially removed if 
discourse, introduced into the situation, can so constrain 
human decision or action as to bring about the 
significant modification of the exigence" (1968, p. 6).  

 
Signposts 

According to Beebe and Beebe, “words and gestures that 
allow you to move smoothly from one idea to the next 
throughout your speech, showing relationships between 
ideas and emphasizing important points” (2005, p. 204).  

 
Spatial Speech 

A speech in which the main points are arranged 
according to their physical and geographic relationships.  

 
Speaking Outline 

A succinct outline that uses words or short phrases to 
represent the components of a speech and that is used 
during speech delivery.  

 
Specific Purpose Statement 

A sentence of two that describe precisely what the 
speech is intended to do. 

 
Sub-Points 

Information that is used to support the main points of a 
speech. 

 
Summaries 

Short recaps of what has already been said; used to 
remind the audience of the points already addressed.  

 
Thesis Statement 

A one- or two-sentence encapsulation of the main points 
of a speech, also called the central idea. 

 
Topical Speech 

A speech in which main points are developed separately 
and are generally connected together within the 
introduction and conclusion. 

 
Transitional Statements 

Phrases or sentences that lead from one distinct-but-
connected idea to another.  
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Appendix A 

Example Preparation (Full Sentence) Outline 
 

Title:�)RU�WKH�)LVK��&OLPDWH�:RUN�%\�DQG�)RU�)LVKHUV�
Specific Purpose:�7R�SHUVXDGH�WURXW�ILVKHUV�WKDW�FOLPDWH�FKDQJH�LV�D�WKUHDW�WR�FROGZDWHU�ILVKHULHV�DQG�WKDW�WKH\�VKRXOG�

RUJDQL]H�WR�FUHDWH�FROOHFWLYH�FKDQJH�WR�WKH�HQYLURQPHQWDO�LVVXHV�VXUURXQGLQJ�FOLPDWH�FKDQJH��
Thesis:�7URXW�ILVKHULHV�DUH�HQGDQJHUHG�E\�FOLPDWH�FKDQJH��EXW�ILVKHUV�FDQ��DQG�VKRXOG��ZRUN�WR�PLWLJDWH�WKHVH�LVVXHV��

Visual Aids:�3RZHU3RLQW�SUHVHQWDWLRQ��

 
Introduction 
0RVW�RI�\RX�KDYH�KHDUG�DERXW�FOLPDWH�FKDQJH�DQG�KDYH�ZRQGHUHG�ZKHWKHU�RU�KRZ�LW�PLJKW�EH�DIIHFWLQJ�WURXW�ILVKHULHV��

8QIRUWXQDWHO\��FOLPDWH�VFLHQWLVWV¶�SUHGLFWLRQV�DERXW�FOLPDWH�FKDQJH�VHHP�WR�LQGLFDWH�WKDW�WURXW�ILVKHULHV�PD\�EHDU�D�QXPEHU�
RI�FRQVHTXHQFHV�LI�FOLPDWH�FKDQJH�FRQWLQXHV�WR�JR�XQEULGOHG��+RZHYHU��ZH�DOVR�NQRZ�WKDW�PDQ\�RI�WKH�ZRUVW�HIIHFWV�RI�
FOLPDWH�FKDQJH�FDQ�EH�PLWLJDWHG�LI�ZH�HQJDJH�LQ�FROOHFWLYH�DFWLRQ�QRZ��,Q�WKLV�VSHHFK��,�ZLOO�EHJLQ�E\�RIIHULQJ�D�EULHI�
KLVWRU\�RI�FOLPDWH�VFLHQFH��WKHQ�GHVFULEH�KRZ�WKHVH�LVVXHV�DIIHFW�WURXW�ILVKHULHV��DQG�ILQDOO\�RIIHU�VRPH�H[DPSOHV�RI�KRZ�
ZH�FDQ�SHUVRQDOO\�DQG�FROOHFWLYHO\�ZRUN�WR�PLWLJDWH�WKHVH�LVVXHV��

 
Body 
,��&OLPDWH�FKDQJH�LV�QRW�D�UHFHQW�LQYHQWLRQ�RI�D�IHZ�OLEHUDO�VFLHQWLVWV��2Q�WKH�FRQWUDU\��VFLHQWLVWV�KDYH�EHHQ�WDONLQJ�DERXW�

FOLPDWH�FKDQJH�VLQFH�WKH�PLG�����V��:HDUW����������
$��,Q�������7\QGDOO�GLVFRYHUV�VRPH�JDVHV�EORFN�LQIUDUHG�UDGLDWLRQ��+H�EHOLHYHV�WKLV�PD\�FDXVH�D�FKDQJH�LQ�

FOLPDWH���
%��,Q�������$UUKHQLXV�SXEOLVKHV�WKH�ILUVW�FDOFXODWLRQ�RI�JOREDO�ZDUPLQJ�IURP�KXPDQ�&2��HPLVVLRQV���
&��)URP������������WKH�6HFRQG�,QGXVWULDO�5HYROXWLRQ�WDNHV�SODFH���
'��,Q�������&DOOHQGDU�DUJXHV�WKDW�&2��JUHHQKRXVH�JOREDO�ZDUPLQJ�LV�XQGHU�ZD\��
>«�KLVWRU\�OHVVRQ�SURFHHGV�«@�

�6XPPDU\��,Q�VKRUW��WKLV�KLVWRU\�OHVVRQ�WHDFKHV�XV�WKDW�(DUWK�KDV�EHHQ�JHWWLQJ�ZDUPHU����
�
�3UHYLHZ��1H[W��OHW¶V�ORRN�DW�KRZ�FOLPDWH�FKDQJH�PD\�EH�DIIHFWLQJ�WURXW�ILVKHULHV���
,,��&OLPDWH�FKDQJH�DSSHDUV�WR�KDYH�VRPH�VHULRXV�FRQVHTXHQFHV�IRU�WURXW�ILVKHULHV��,�ZLOO�GLVFXVV�IRXU�ZD\V�LQ�ZKLFK�

FOLPDWH�FKDQJH�PD\�EH�VDLG�WR�QHJDWLYHO\�LQIOXHQFH�WURXW�ILVKHULHV���
$���)LUVW��FKDQJLQJ�ZHDWKHU�SDWWHUQV�EULQJV�PRUH�RU�OHVV�ZDWHU�WR�VRPH�SDUWV�RI�(DUWK��

���7URXW�ILVKHULHV�UHO\�RQ�D�VWHDG\�IORZ�RI�FOHDQ��FROG�ZDWHU��7RR�PXFK�RU�WRR�OLWWOH�FDQ�TXLFNO\�GHVWUR\�
WURXW�KDELWDWV���
���6RPH�DUHDV�PD\�H[SHULHQFH�VHYHUH�GURXJKWV��DQRWKHU�WKUHDW�WR�WURXW�ILVKHULHV��

%���6HFRQG��ZDUPLQJ�ODQG�DQG�DTXDWLF�WHPSHUDWXUHV�OHDG�WR�D�UHGXFWLRQ�LQ�DYDLODEOH�WURXW�KDELWDW��
���&KDQJLQJ�WHPSHUDWXUHV�LQIOXHQFH�SUHGDWRU�SUH\�SDWWHUQV��
���+DELWDW�UHGXFWLRQ�GXH�WR�ZDUPHU�WHPSHUDWXUHV�PD\�LQFUHDVH�FRPSHWLWLRQ�EHWZHHQ�FROG��DQG�ZDUP��

ZDWHU�ILVKHV���
&���7KLUG��VWUHDP�IORZ�SDWWHUQV�PD\�FKDQJH��DIIHFWLQJ�DYDLODELOLW\�RI�DTXDWLF�LQVHFWV���
$QG�IRXUWK��EURRN�WURXW�PD\�EH�HVSHFLDOO\�YXOQHUDEOH��
� ���3UHYLRXV�EURRN�WURXW�GHFLPDWLRQ�KDV�EHHQ�UHODWHG�WR�KDELWDW�ORVV��
� ���&OLPDWH�FKDQJH�FRXOG�H[DFHUEDWH�WKLV�E\�FDXVLQJ�IXUWKHU�KDELWDW�GHVWUXFWLRQ���

�6XPPDU\��$OWKRXJK�WKHVH�FKDOOHQJHV�DUH�ODUJH�VFDOH��WKHUH�LV�VRPH�KRSH�WKDW�ZH�FDQ�PLWLJDWH�WKHVH�LVVXHV���
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�3UHYLHZ��1H[W��,�ZLOO�GLVFXVV�VRPH�ZD\V�WKDW�LQGLYLGXDOV�DQG�FROOHFWLYHV�FDQ�KHOS�UHYHUVH�VRPH�RI�WKH�LVVXHV�FDXVHG�E\�

FOLPDWH�FKDQJH���
,,,��7KHUH�DUH�WZR�NH\�DUHDV�LQ�ZKLFK�ZH�FDQ�PLWLJDWH�FOLPDWH�FKDQJH��SHUVRQDO�DFWLRQV�DQG�FROOHFWLYH�DFWLRQV��
� $��3HUVRQDOO\��LQGLYLGXDOV�FDQ�PDNH�FKDQJHV�LQ�WKHLU�HYHU\GD\�OLYHV��6RUHQHQ����������

���,QGLYLGXDOV�FDQ�UHGXFH�&2��HPLVVLRQV�E\�GULYLQJ�OHVV�RU�QRW�DW�DOO��,QVWHDG�WKH\�FRXOG�ULGH�D�ELNH�RU�
WDNH�SXEOLF�WUDQVLW��
���,QGLYLGXDOV�FDQ�DOVR�UHGXFH�HQHUJ\�FRQVXPSWLRQ�E\�FKDQJLQJ�XVDJH�SDWWHUQV��OLNH�GU\LQJ�WKHLU�

FORWKHV�RXWVLGH�LQVWHDG�RI�XVLQJ�DQ�HOHFWULF�GU\HU���
���,QGLYLGXDOV�FRXOG�KHOS�DOOHYLDWH�RQH�RI�WKH�ODUJHVW�FRQWULEXWRUV�WR�FOLPDWH�FKDQJH��RYHUSRSXODWLRQ��

E\�SUHYHQWLQJ�XQZDQWHG�ELUWKV���
%��&ROOHFWLYHO\��WKHUH�DUH�VHYHUDO�DFWLRQV�ZH�FDQ�WDNH�WR�PLWLJDWH�FOLPDWH�FKDQJH��&XRPR����������

���&ROOHFWLYHV�VKRXOG�OREE\�SROLF\�PDNHUV�WR�PDNH�VHULRXV�FKDQJHV��
� D��5HGXFH�IRVVLO�IXHO�FRQVXPSWLRQ��
� E��&UHDWH�FDSV�RQ�LQGXVWULDO�HPLVVLRQV���
� F��(QFRXUDJH�DQG�VXSSRUW�UHQHZDEOH�DQG�VXVWDLQDEOH�HQHUJ\���
���8�6��VKRXOG�VXSSRUW�.\RWR�7UHDW\��ZKLFK�ZDV�SDVVHG�LQ�������

Conclusion  
,W�VKRXOG�EH�FOHDU�DW�WKLV�SRLQW�WKDW�FOLPDWH�FKDQJH�LV�DQ�LVVXH�WKDW�WURXW�ILVKHUV�ZLOO�KDYH�WR�GHDO�ZLWK�LQ�WKH�IXWXUH��

$OWKRXJK�WKH�LVVXHV�DUH�ODUJH�DQG�GDXQWLQJ��,�KDYH�SURYLGHG�VRPH�FOHDU�H[DPSOHV�RI�KRZ�ZH�FDQ�ERWK�SHUVRQDOO\�DQG�
FROOHFWLYHO\�PLWLJDWH�WKHVH�LVVXHV��,�KRSH�\RX�ZLOO�FRQVLGHU�WDNLQJ�DW�OHDVW�VRPH�RI�P\�DGYLFH�WRGD\��,�ZLOO�OHDYH�\RX�ZLWK�
VRPHWKLQJ�WKDW�+HQULN�7LNNDQHQ�RQFH�VDLG��³%HFDXVH�ZH�GRQ¶W�WKLQN�DERXW�IXWXUH�JHQHUDWLRQV��WKH\�ZLOO�QHYHU�IRUJHW�XV�´�
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Appendix B 

Example Speaking Outline (Excluding Introduction and Conclusion) 
 
�
,��&OLPDWH�VFLHQFH�LV�QRW�QHZ��:HDUW���������

$�������±�7\QGDOO��
%�������±�$UUKHQLXV��
&������������±�6HFRQG�,QGXVWULDO�5HYROXWLRQ��
'�������±�&DOOHQGDU��
>«�KLVWRU\�OHVVRQ�SURFHHGV�«@�

�6XPPDU\��,Q�VKRUW��WKLV�KLVWRU\�OHVVRQ�WHDFKHV�XV�WKDW�(DUWK�KDV�EHHQ�JHWWLQJ�ZDUPHU����
�
�3UHYLHZ��1H[W��OHW¶V�ORRN�DW�KRZ�FOLPDWH�FKDQJH�PD\�EH�DIIHFWLQJ�WURXW�ILVKHULHV���
,,��&OLPDWH�FKDQJH�LV�EDG�IRU�WURXW�LQ�IRXU�ZD\V���

$���:HDWKHU�SDWWHUQV�
���7RR�PXFK�OLWWOH�UDLQ�LV�EDG���
���'URXJKWV��

%���:DUPLQJ�OHDGV�WR�KDELWDW�UHGXFWLRQ��
���3UHGDWRU�SUH\�SDWWHUQV��
���&RPSHWLWLRQ�EHWZHHQ�FROG��DQG�ZDUP�ZDWHU�ILVKHV���

&��6WUHDP�IORZ�SDWWHUQV�PD\�FKDQJH���
'��%URRN�WURXW�YXOQHUDEOH��
� ���3RSXODWLRQ�GHFLPDWHG�E\�KDELWDW�ORVV�
� ���([DFHUEDWHG�E\�FOLPDWH�FKDQJH��

�6XPPDU\��$OWKRXJK�WKHVH�FKDOOHQJHV�DUH�ODUJH�VFDOH��WKHUH�LV�VRPH�KRSH�WKDW�ZH�FDQ�PLWLJDWH�WKHVH�LVVXHV���
�
�3UHYLHZ��1H[W��,�ZLOO�GLVFXVV�VRPH�ZD\V�WKDW�LQGLYLGXDOV�DQG�FROOHFWLYHV�FDQ�KHOS�UHYHUVH�VRPH�RI�WKH�LVVXHV�FDXVHG�E\�

FOLPDWH�FKDQJH���
,,,��3HUVRQDO�DQG�FROOHFWLYH�PLWLJDWLRQ��
� $��3HUVRQDO��6RUHQHQ���������

���5HGXFH�&2��HPLVVLRQV�
���5HGXFH�HQHUJ\�FRQVXPSWLRQ���
���%LUWK�FRQWURO���

%��&ROOHFWLYH��&XRPR���������
� ���/REE\�IRU��
� � D��5HGXFH�IRVVLO�IXHO�FRQVXPSWLRQ��
� � E��&UHDWH�FDSV�RQ�LQGXVWULDO�HPLVVLRQV��
� � F��(QFRXUDJH�DQG�VXSSRUW�UHQHZDEOH�DQG�VXVWDLQDEOH�HQHUJ\��

� � ���6XSSRUW�.\RWR�


