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For a speech 10 be good, it must take info account the ccecasion, the
audience, and the most fitting language and arrangement for speaking on that
occasion to that audience, These requirements can usuaily be met only by
careful thought and conscientious preparation. Even a man who speaks well _
without the assistance of either manuscript or notes has his speech well
outlined in his mind, point by point, step by step, from introduction to
conclusion.

A speech may be readily divided into three Iimportant parts: introduction,

Body, and oo The introduction is obviously the beginning; it consists

of the opening remarks, which serve several purposes. These first sentences

call for the attention of vour hearers, get them settled fo listen fo whai you

have to say, and give ‘iher%}\an inkling of what vou are going to talk about. If
7

vou gain the attention of your audience at the start, and convince them by your

introduction that what you are about to say is interesting, you have already

wont more than half the baitle.  And you have also taken a firm grip on
) :
yoursel, and should find yourself ready 10 go on with the body of the speech,
One of the easiest and most p(‘};ﬁl.ﬂar ways o get the pood will of an
audience is to open with an amusing anecdote (appropriate to the cceasion and
the subject) or a humorous reference with local application. A famous
humorous introduction of recent years was that made by a defeated candidate
for President, who was asked to address his campaign workers shortly after he
had conceded the election, The audience, in 2 saddened (frame of mind, waited

)
to hear the words of a man whom they adored and whe had just sustained a

hitter defeat. He began: “Ladies and gentlemen, a funny thing happened to me

”

on the way to the White House.” With this imaginative parody of an overused
remark, he gained immediate attention, a sympathetic laugh, and hearty
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enthusiasm, and put his listeners at theirease: " -
o]
Too much stress cannot be faid on the fact that the miroductory remarks
o
must be apt, they must be very much to the point, and they must be adequate

without being overdene. The funniest joke will not serve the purpose if it has
no bearing on the occasion, the place, or the subject. Humor should never be
. injected. inte: any.. part of - the  speech. for its. own. sake exclusively; a
miscellaneous recounting of comic expertences and funny incidents is not a
speech, although it may make very good table conversation. Praise’ of the
o
audience — as intelligent, forward-looking, and the like — may alse form part
of the gpening of the speech, but it s most important that this should not be
overdone, for extravagant praise will arouse the .( : ,}. of éven an
=
uninformed audience, and make the people take all the speaker’s subseguent
“statements at a large discount,

Following the praise and the humor, there should be a clear statement of
the speaker’s thesis ~ what he is going to demonstrate, what he is desirous of
getting ( ) 1o his listeners,

&l

The body of the speech is s main substance.. [t is on this that the
success of the speech as a whole will depend. If the speech is an argument,
the body of it must present the points in logical order, leading from the lesser
to the moere Hnportant, and proving them one by one. The cumuolative™ effect
of such logical ‘procedure-will beite lend weight te the conclusion, which will
sum up the argument and state with finality: what- has been shown. If the
speech is light and amusing, infended simply to entertain, the body will be

“eomposed of those incidenis which it into the general scheme, and those only,
Rambling discourse is all very well in conversation, hut in a continuous talk, no
matter how informal or how short; unrefated anecdotes are a mistake. The
conpclusion of a speech contains a surmmation™ of the speaker’s main theme. It
is frequently the part of the speech that audiences attend to most closely, and
the part that they remember most clearly. Let the conclusion of the speech,
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therefore, be succinct, vivid, and ¢

conclusion is defivered, the [Wd T
no doubt expressed in vour conclusi

o the point. -~ And the more forcefilly the

he audience will remember it Let there be
[}
o1t -Assume, Tor the sake of empha&m%, that

you have proved what vou set out

to prove, and that vour audience cannot do

otherwise than be convinced. Self-assurance kv the conclusion is a strong

psvehological weapon which every great orator™ has used with telling effect.
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1 She couldn’t break the habit of biting her nails. -

& The departure of our plane was delayed thirty minutes by the fog.

L3

We have made a detailed assessment of the risks involved,

4 Little of the roof remained after the tornado.

o

It was a very dull party. [ almost died of beredom.
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T yvou dre going to make a speech in public and vou intend o he guided

by your manuscript or notes when on the platform, it s mmportant for you

have them checked and, if necessary, corrected by experienced

salers,

¥ Whethér your speech is-argumentative or entertaining; vour speech
saaterial must be SE}E‘C.&‘d carefully antd with coastant attention to its
appropriateness for the sceasion and the audience.

3 1f your speech is an argument Tor or against something, the body of it

sae in descending order of importance.
4 Not gncommonly, audiences remember most clearly the conclusion of
your speech; probably they pay attention to that part of your speech most

carefully.
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=ifective public speaking

2 the three lmportant parts of a speech

3 getting the good will of an audience
4 unprepared speech

5 wit and humor in speaking
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7} First of all, vou have to try to keen voursell { . Y good health
) 1 know him ¢ Yname and not (- .} sight. o
) “Are you in this pholograph?” “Yes, that's me, | b othe left.”
) { } the time we ot there, the bus had alre
&I saw ved on Monday bul [ haven't seen her { - ) theén.
3 A comet fravels across the si{y {0 ) its tall gleaming. -
@ The wind blows )} the land to the sea at night:
&y He was eager L ) me o get a better job as soon as possible.
%) Borrowers should ¢ arefully before commiiting themselves - -}
taking out a loan.
- T People were amazed at the fluency ¢ - 3 which she could speak

¥English, French and German.
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1 baby 2 be 7 3 before 4 can
5 i . 6 long 7 our 8 walk
S won't
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The company five:!
1 a staff Z more 3 no 4 of
5 operating B8 started 7 than £ with
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innocent,
1 belief 2 could 3 firm 4 her
5 her husbhand & nothing 7 shake . 8 that

8 was
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There i the task.

1 believe 2 can 3 competent 4 for
5 is 5 no 7 one 8 we
8 who
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