Coms 105, sections 14, 16

Chapter 8  - Organizing the Body of the Speech

I. The Importance of Organization

a. Experimental evidence?

i. The case for comprehension

ii. The case for competence and trustworthiness

b. How many of you put down “organization of the speech” as one of your interests in this course?

c. Strategic Organization:

i. “Putting a speech together in a particular way to achieve a particular result with a particular audience” (p 193)

ii. The importance of Strategic Organization

1. Listeners can not flip back and forth between ideas (as the reader can)

2. Development of critical thinking skills during the organization process; establishing relationships among your ideas

II. Main Points of the Speech

a. Characteristics of main points:

i. Most speeches contain from two to five main points

ii. The main points flow logically from the specific purpose and the central idea (p 194)

iii. Often, however they emerge as you research your topic

iv. The organization style you choose to present these points is essential to communication

b. 5 Strategic Order Forms for organization of Main Points (see ppt)

i. Chronological (196)

1. Main points follow a time pattern

2. Can explaining a process, narrating a sequence of events, or demonstrating how to do something

3. Example: The building of the Great Wall of China

4. Typically used for informative speeches (196)

ii. Spatial Order (197)

1. Points are arranged in spatial order to follow a directional pattern

2. Proceed from top to bottom, left to right, front to back, inside to outside, east to west, or another route

3. Example: The design of the Eiffel Tower (197)

4. Typically used for informative speeches

iii. Causal Order (198)

1. Main points show cause-effect pattern

2. Only can have two main points: 

a. One dealing with causes of an event

b. One dealing with its effects

3. CAREFUL:  Causal ordering is different from simply discussing three main causes of… such and such

4. Example: Aging Airplanes (198)

5. Can be used for persuasive and informative speeches

iv. Problem-Solution Order (198)

1. Two main ideas:

a. First presents a problem

b. Second presents a solution

2. Example: Electronic invasion of Personal Privacy

3. Most appropriately used in persuasive speeches

v. Topical Order (199)

1. Main points are subtopics of the overall topic; creating logical, consistent subtopics

2. The main points are not part of a chronological, spatial, causal or problem-solution

3. Example: Major kinds of Fireworks (199)

4. Can be used for any type of speech; is used most frequently in speech making

5. **********(recap with understanding that multiple patterns are acceptable when used in conjunction with sub-topical formats)

c. Tips for Preparing Main Points:

i. Keep main points separate and independent of eachother

ii. Consistent patterns for wording of main points

iii. Balance the amount of time devoted to each main point

1. If this does not seem possible, you have done something wrong 

III. Supporting Materials

a. Used to support the main “assertions” (points)

b. 3 types of Supporting materials:

i. Examples

ii. Statistics (See website for US stats)

iii. Testimony

c. Chapter 7 will deal more closely with the specific types, for our purposes here: 

i. Organization is key

ii. Relevance is needed

IV. Connectives

a. A word or phrase that connects the ideas of a speech and indicates a relationship between them

b. 4 types of Connectives:

i. Transitions: used when completing one thought and moving to the next

ii. Internal Previews: lets the audience know what is going to be discussed next

iii. Internal Summaries: recap the speaker’s preceding point(s)

iv. Signposts: indicate exact position in the speech (First, Second…)

c. Connectives help to retain or increase the listeners’ focus on, or understanding of the speech

Chapter 9 – Beginning and ending the speech
I. The Importance of Introductions

a. “A poor beginning may so detract or alienate listeners that the speaker can never fully recover” (p. 214)

b. “Getting on the right foot is vital to a speaker’s self-confidence” (p. 214)

II. 4 Main objectives for every introduction:

a. Get Attention and Interest (7 ways):

i. Relating the topic to the Audience

1. Always relate topic to the audience, even if you have other attention grabbing devices

2. People pay attention to things that affect them directly

3. We have discussed this already

ii. State the importance of your topic

1. Rationale for it’s importance

iii. Startle the Audience

1. Use an arresting or intriguing statement

2. Do not randomly choose this statement; make it relevant to your topic – No Tourette’s Syndrome please!

3. Example: “One day the Energizer bunny will die” (p 217)

iv. Arouse the Curiosity of the Audience

v. Question the audience

1. Rhetorical Questions

2. Again, relate question to your speech

vi. Begin with a quotation

1. See website for link

2. If you find any more useful quote links, email me

3. Feel free to use humorous quotes

4. Use brief quotes; do not drone on

vii. Tell a Story

1. Importance of Delivery

b. Reveal the topic

i. State topic clearly, otherwise you will confuse listeners

c. Establish Credibility and Goodwill

i. Credibility: the audience perception as to whether or not the speaker is qualified to speak on a given topic

ii. Goodwill: the audience perception as to whether or not the speaker has the best interests of the audience in mind

d. Preview the Body of the Speech

i. A Preview statement in the introduction will identify the main points to be discussed in the speech

ii. Preview statement comes at the end of the intro

III. 4 Tips for preparing the Introduction

a. Keep the intro relatively brief

b. Lookout for any material that has introduction potential during your research process

c. Don’t worry about exact wording until you finish preparing the body of the speech

d. Work out the introduction in detail

IV. The Conclusion

a. Closing Remarks are your last chance to make your point; “drive home your ideas”

b. Delivery (we will see in Chapter 12 next week) is key

c. Two goals of the Conclusion:

i. Signal the Ending

1. Let the audience know that you are finishing the speech

2. Crescendo Ending – “the speech builds to a zenith of power and intensity”

3. Dissolve Ending – generates emotional appeal by fading to a dramatic final statement

ii. Reinforce Central Idea

1. Summarize your speech

2. End with a Quotation

3. Make a Dramatic Statement (that makes sense with your topic)… “Liberty or Death” (though now this is a quote)

4. Refer to the Introduction

a. This is the easiest strategy

b. It gives a sense of unity to your speech

V. 4 Tips for Preparing the Conclusion:

a. Lookout for potential concluding material during your research phase

b. Conclude with a BANG not a whimper. 
c. DO NOT be long-winded

d. Don’t leave anything to chance; practice it thoroughly

Chapter 5 – Analyzing the Audience

I. Audience-Centeredness

a. Keep the audience as the foremost consideration during all phases of speech development and delivery

b. Learn what is possible about the audience prior to your speech so that you can “pre-emptively” adapt your message

II. Classmates ARE an Audience

a. This class is a testing ground for your future

b. The best speeches will take into account the feelings, attitudes and perspectives of your classmates; treat them as any professional speaker would treat their audience

III. Psychology of Audiences

a. It sounds backwards, but the speaker must make the audience choose to listen

i. Do not forget about the potential for interference we discussed last week, both internal and external

ii. Remember that individuals do not necessarily “hear” what the speaker intends – Auditory Perception is selective
b. The impact of Egocentrism:

i. Expect the audience to be concerned above all to be concerned with their own values, beliefs and well being

ii. Individuals will hear and judge what you say based on what they already know

1. “Get inside their experience”

iii. You must make your topic relevant to the audience

IV. Demographic Audience Analysis


a. Analysis that focuses on demographic factors such as: age, gender, religious orientation, group membership, racial, ethnic, cultural backgrounds…

i. Age – Aristotle: “Few things affect a person’s outlook more than his or her age”

1. You are a product of your world

2. Vietnam?  9/11?

ii. Gender – 

1. Word Choice?  Topic Choice?

iii. Racial, Ethnic or Cultural Background

1. Sometimes the impact is dramatic, Clinton and South Korea: translator insult and Korean women keep their birth names

2. Sometimes you just need to attend to ethnocentric tendencies

iv. Religion

1. Religious Views are among the most emotionally charged and passionately defended of all concerns

2. Be sure to consider the religious viewpoints of your audience to avoid potential troubles

v. Group Memberships

V. Situational Audience Analysis

a. Focus is on situational contexts:

i. Size 

1. Affects your choice of language and visual aids

2. Typically, the larger the audience, the more formal the presentation

ii. Physical Setting

1. Know in advance if there will be difficulties in the physical setting

2. Examine the room/space before you present to know what to expect

iii. Disposition toward the Topic (keep the audience in mind)

1. Will they be Interested? Or indifferent?

2. Will they already have a wealth of knowledge on the subject?

3. Can you predetermine the attitude of your classmates?

iv. Disposition toward the Speaker

1. An Audience’s response to a message is invariably colored by their perception of the speaker

2. Perceived Competence breeds trust

v. Disposition toward the Occasion

1. Follow guidelines of Assignment/Social Rules of the Situation

2. See book (p.112) for help in NOT hurting your grade

vi. Getting information about the Audience

1. Interviewing

a. Flexible

b. Time Consuming

2. Questionnaires

a. Construction of a Good Questionnaire is an art

b. Three Basic Types of Questions:

i. Fixed-Alternative Questions (Yes, No, Not Sure)

ii. Scale Questions (Strongly Disagree – Strongly Agree)

iii. Open-ended Questions (maximum leeway in response)

c. See page 115 in the book for a sample questionnaire containing each type

vii. Adapting to the Audience

1. This is key to successful communication, and takes place in two stages:

a. Audience Adaptation before the Speech

i. Assess how your audience is likely to respond to what you say (Anticipate)

ii. Adjust what you say to emphasize clarity

b. Audience Adaptation during the Speech

i. Something unplanned occurs?  DO NOT PANIC

ii. Observe Nonverbal signals of the Audience to ensure that you are clearly making your point

2. Always remember that Good Speakers are audience-centered

