INFORMATIVE ORAL PRESENTATION ASSIGNMENT
PART 3:  EXTEMPORANEOUS DELIVERY OF YOUR INFORMATIVE SPEECH 

A.  How to Prepare:  
1. Review text Chapter 11: Delivering the Presentation. 
2.  Watch the student video example.  Notice the following:

-Conversational flow of speaking. This demonstrates "extemporaneous" speaking... using an outline for your speaking notes, yet speaking naturally. This is the delivery style you should be aiming for: well-organized, but not memorized, and not reading word-for-word. 
-In-depth explanations.  Discuss advantages, disadvantages, what might go wrong.  Use examples and metaphors.

-References. Tell us where you got your information.  Add insights from experts.

-Personal commentary. Personalize the speech by explaining your interest in the topic.  Add you own brief story or your own personal observations. This will help you “connect” with the audience. 
3.  Sign up for a specific day and time to deliver your speech.  Consider this to be a contract.  If you miss your time slot, it’s highly likely you won’t get a second chance to deliver for reduced points, because most class schedules are tightly organized. 
4.  Print out a word-processed, single-sided KEY WORD outline for your speech on 8.5 x 11 paper.  


-If you submitted a sentence outline in Step 1, convert to a key-word outline. 


-If you submitted a key word outline in Step 1, prepare a more spacious version.  

-Print a copy with enlarged type and lots of white space so you can easily glance down and find your place when the paper is set on a lectern below you.
- Mark up your outline to emphasize key points, references, pauses, and other reminders. 

-Use this outline, not a word-for-word manuscript, when you practice and deliver your speech. 
-Avoid relying on note cards. Holding a set of note cards in your hand can be distracting to both the speaker and the listener. Professionals rarely use note cards. Learn to speak from a printed outline.

5. Practice pays off.  Practice is the #1 remedy for nervousness.
-Use a conversational style: Practice until you’ can deliver your speech in a way that sounds natural, not robotic. Omit teen talk and fillers ("well," "like," “just,” "kind of," "and that," " yeah", “and stuff”). Practice pronouncing unfamiliar words until they roll easily off your tongue.  Stumbling on words reduces your credibility.
-Stand up and speak out loud. Speaking is a motor skill, and must be learned through bodily action. (Similarly, you can't learn to ski by just imagining in your mind what you would do; you have to get out there and do it.) Practice in front of a mirror, your favorite pet, or an audience of friends.  Practice until you’re sounding confident and enthusiastic! Then you’ll actually enjoy this opportunity to share your knowledge with others. 

  

-Practice from your key word outline.  Practice speaking extemporaneously without reading directly from your notes. Aim to look at your notes about 10% of the time, so you won't lose your place. Look at your audience the remaining 90% of the time. 
-Practice advancing your slides. Practice advancing your slides as you say your speech. This isn’t as easy as it sounds. You'll need to look at the audience and your notes, yet remember to advance your slides. 

-Practice stating your references orally. Practice stating your 3 or more references out loud right during the speech, at the moment when you tell us the information from them. (These are called oral footnotes.) Don't just read a list of references at the beginning or end of your speech. 

Here ‘s an example of how you can state a reference in your speech: "Verderber suggests in his book 'The Challenge of Effective Speaking' that we should spend as much time (or more) practicing our speech out loud as we spent planning and researching its content." 
-Practice staying within your time limit. Your speech needs to last 5 minutes, with a 45 second grace period on either side of the time limit. Practice until you’re confident you can present your speech smoothly in that time frame without rushing or stalling. If your speech is shorter than 4 ½ minutes, add another specific example. Examples add interest to your speech. If your speech runs longer than 5 ½ minutes, consider narrowing your topic. Select one of your main points and turn that into your new speech. A narrow topic will make your job easier. 


B. Oral Presentation:  On your assigned date, you’ll present your 5 minute informative speech to the class, accompanied by PowerPoint technology.  Deliver your speech extemporaneously … don't read it or memorize it.  
· If you read from your notes, you’ll sacrifice many points, no matter how good the content is.  
· By the same token, if you wing your speech without preparing a substantive outline, you’ll sacrifice even more points. 

C.  Written Materials:  On the day of your speech, submit:

1. revised word-processed key-word outline 

2. on the bottom of the last page of your outline, type a bibliography of at least 3 references that you’ll also cite out loud in the body of speech (not at the beginning or end) 
3. thumbnails of your PowerPoint slides, consolidated onto one page of paper

4. three blank evaluation forms


-one professor evaluation form


-two peer evaluation forms


-write your name and the title of your speech on the top line of each form


-leave the remainder of the forms blank for evaluator use

D. Criteria for Grading:  To receive an "A," your presentation must:

1.  be delivered extemporaneously (without reading) from a word-processed key-word outline
2.  have a narrow focus
3.  be arranged according to one of the informative organizational patterns from Chapter  9 or 12.
4.  start with an introduction that includes a hook, thesis, and brief preview of main points that clearly support the thesis

5.  in the body, support each of these main points with a variety of in-depth evidence (facts, stories, examples, statistics, definitions, quotes from experts, etc.) 
6. relate facts to the audience in an interesting, intellectually stimulating, and understandable manner, using metaphors, examples, and/or illustrations
7.  incorporate adequate research (at least 3 credible references), stated orally in the speech and written in the bibliography on your outline
8. conclude with a summary of your main points and an informative (not persuasive)  memorable message that relates back to the thesis
9. be accompanied by a set of PowerPoint slides based on effective principles of design

