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Delivery

To prepare for an effective delivery of your speech:

1.  Informally talk through the speech with someone, without using notes, to see how it sounds.

2.  Reduce your outline to a series of notes: intro, main headings, some examples or illustrations, etc.

3.  Visualize the room where you will speak; better yet, visit the room to practice your speech.

4.  PRACTICE! PRACTICE!  PRACTICE!  PRACTICE!  PRACTICE!  

Also, remember these general guidelines:

Body Movement and Gestures

•
Stand comfortably and erect

•
Movement will reduce your tension and is useful for transitions.  You must move around, but not so much as to distract the audience.

•
Don't slouch over the lectern/sway back and forth or side to side/stand at attention like a statue/or pace back and forth.

•
Avoid random gestures or habits of self-grooming, e.g., rubbing your hands, face, body, playing with pencils or your notes, etc.; if you are comfortable with your material, the gestures will come naturally.

Eye Contact

•
Never read the first part of your intro or conclusion: Look your audience in the eyes when you begin and end the speech.

•
You need to gauge the response of the audience while you speak, so you have to look at us not over our heads or stare at just one person.

•
Look for the people in the audience that seem the most interested and supportive, but don't ignore the rest of us.

•
Try not to read from your notes: pause, look at your notes, look back at us and start talking.

Facial Expressions

•
Show some interest: if you are not interested in what you have to say, how can you expect us to be interested

•
Try to have your facial expressions be congruent with your material, e.g., when you are talking bout something happy, smile; when talking about something sad or serious, don't smile, etc.

Vocal Cues

•
Use your voice to tell us what is important and interesting.  

•
Use your voice to tell us to tell us how to interpret this information.

•
Use your voice to tell us to tell us how you feel about the subject.

•
And make sure you:

1.  Have enough volume (but not too much)

2.  Use a variety of pitch

3.  Don’t speak too fast or too slow

4.  Use as correct pronunciation (look it up in the dictionary if unsure)  

5.  Don’t slur your words or mumble


