Unit Two Study Guide

Speech – Public Speaking

When selecting topics for talks this semester, 

always remember this important quotation:
Organization:

An effectively organized talk should always have three main sections: an introduction, 

a body, and a conclusion.
The introduction consists of two important parts:


1.



This can be something you say or do.




Say



Do

1. 1.

2. 2.

3. 3.

etc.



etc.



2. 



This should tell the audience two important things:





a.





b.


The body is where you “do what you said you were going to do” in your thesis statement. 


Two helpful things to remember about the body of a talk are:



1.





2.

The conclusion consists of two important parts:



1.



2.


Research shows that the two parts of a talk that the audience remembers most are:
Delivery:



READING ASSIGNMENT: (288-91 by __________________________ for quiz).
1. List and define the four types of delivery. (Yes, spelling counts!)

2. Be able to list and explain a specific
 advantage, disadvantage and “delivery tip” for each type.
You may not repeat any of the answers in #2; they should all be different.
Best Delivery Method:

Notecards for Extemporaneous Talks:

For the time being, make your notecards for class talks exactly like this!




PARFM: (abbreviate)



THESIS: (word for word)





1.





2.





3.









etc.



REVIEW: (word for word)




LARFM: (abbreviate)
               Note that this card is NEATLY WRITTEN and EVENLY SPACED!

Always remember this rule for determining how many notecards are necessary for
 talks of different lengths:
Audio-Visual Aids:

Definition: 
“Test Questions” to determine if a particular aid is necessary:


1.


2.


3.

Always remember the difference between a public visual aid and a handout:

Rules for Preparing/Using Visual Aids:


1.


2.


3.


4.



* 

Rules for Preparing/Using Audio-Visual Aids:

1.

2.

3.

4.

