GUIDELINES FOR INFORMATIVE SPEECHES


You are to present a 5-7 minute informative speech on a topic of your choice. Below are some guidelines to consider regarding the content, organization and delivery of this speech. 


WHAT YOU TURN IN: For this speech you must turn in: your outline of the speech (due the class period one week prior to the first speech day). Also, this speech will be recorded so that you can review your performance in order to identify your strengths and weaknesses 


CONTENT

Choosing a topic 
Choose a topic that interests you, or a topic you already know something about. You will be required to cite five sources of information (other than yourself) during the course of your speech. Be original in your choice of a topic, you should provide me with your topic choices for your informative and persuasive speeches (E-mail is ok). I will approve topics on a first come, first serve basis, and will only allow one person per topic. (it is to your advantage to email me as soon as you decide.) When you turn in your topic choices, make sure you list backup topics, in case your first choice is unsuitable or unavailable. 


Audience analysis 
You should design your speech for the students of this class. If you wish to create your speech with a different audience in mind, consult your instructor. Your speech should take into account the knowledge level and interests of your audience as well as audience demographics (gender, ethnic identification, political affiliation, etc.) relevant to your topic. 


Supporting material 
You need material to support your main ideas, such as specific facts and figures, statistics drawn from credible sources, illustrative stories, personal interviews and testimony, etc. Make sure you provide the audience with a variety of types of supporting material, from a variety of sources. Because this is an informative speech, and you will be perceived as more credible if you share your sources of information with the audience, you must cite at least five (5) sources of information during the course of your speech. Make sure you include these sources in your outline as you intend to say them, not as parenthetical documentation. Also, include MLA-formatted documentation of your sources in a Works Cited page, attached to your outline. (Must have minimum of 3 non web sources, Wikipedia will not qualify as a source and inclusion on your outline/works cited will disqualify you from presenting your speech)

Language 
Your choice of language will be factored into your grade. Be aware that you need to use grammatically correct, formal English, avoiding slang. Also avoid "like’s "you knows” and other colloquial speech, as these may cause you to be perceived as a less credible speaker. Choose language that is clear, concise, vivid, and imaginative. 


ORGANIZATION

Outline 
You are to hand in a typed, double-spaced, full sentence outline one week prior to the first speaking day. Please pay careful attention to the content, format and organization of your outline. Your outline should contain the same content as your speech, so pay attention to the detail and the amount of time you put into preparing your outline. Make sure you cite your five sources in the text of the speech outline, AND include a works cited in MLA format at the end of your outline. If you revise your speech significantly between the time you turn in your outline and the time you deliver your speech, please indicate these changes to me in writing BEFORE YOU SPEAK, either with a revised outline highlighting changes or a paragraph summary of changes made. Your outline is worth 25 points toward your grade. REMEMBER, if you do not hand in an outline, you will not be allowed to speak. 
Outline Cont.
Outlines are due the class meeting prior to the start day of speeches. Any outlines submitted after the initial collection will not receive a grade, but MUST still be submitted before the first speech begins in order to present. Outlines WILL NOT be accepted after the speeches begin.

Informative speech outlines should be formatted & structured using the sample informative outline provided in class. Outlines that do not meet the formatting standards will not be graded but must be revised to present. Assistance on outlines can be received in the writing center in the Humanities building or the library tutoring center.
DELIVERY


Style 
In this speech, you will be speaking extemporaneously in front of the audience. You may choose to use note cards. If so you can use up to FOUR NOTE CARDS (ONE SIDE ONLY) for this speech. You will be graded on how well you communicate directly with the audience. The following will be taken into account: energy and enthusiasm, anxiety management, physical movement, eye contact with audience, voice (speed, volume, vocal variety, diction), professional appearance, and nonverbal and verbal cues inspiring credibility in your audience. 


Rehearsal 
It will help if you are able to rehearse several times prior to your speaking date. I recommend that you begin rehearsing your speech from your note cards at least a week before you speak. You should rehearse with a partner at least one time before you speak, and hand in your rehearsal notes on the day of your speech. Remember--the more people you are able to rehearse with (or in front of) the more feedback you will get, and the more you will be able to improve your speech. 
  

Appearance 

Will also be factored into this grading criteria, take your appearance into consideration prior to your presentation. If you are informing of something that has specific attire, you can wear that or dress as through you are presenting to a professional audience.

Appearance Standards for Informative Speech

-Professional attire is required (button up/collared shirts and ties for males, interview attire for females)
- No jeans (of any kind), - No athletic attire, - No T-Shirts, - No Shorts, - No hats/hoods, - No Sunglasses, - No Flip-flops/Causal shoes, - No Gum chewing, - No big logos, - No Yoga Pants,
*Not adhering to appearance criteria will result in 10% penalty for the appearance portion of the grade.

ATTENDANCE

The informative speech is required for this course and as indicated in the syllabus students who do not present the informative speech will be dropped from the course.

Audiences are needed for speeches and students are expected to participate in the speaking process for themselves and for the other speakers.

**Students who are absent, late on each speaking day or miss more than half of a class meeting on any of the speaking days (including any rollover speeches) will receive up to a 25 point deduction penalty on their speech score. 

*The students determine the order of delivery. Adjustments in the order are not permitted and exceptions will only be considered through verifiable medical, jury, or military situations beyond your control. 

