
CONTENT of a Speech

1. Introduction/Welcome
Develop your introduction to attract the in-
terest of your audience. Introduce your sub-
ject and the background to your speech.
Why are you giving this speech? and to
whom?
Your introduction should contain some kind
of signposting for the audience. That is

. tell them what you will be talking about
o tell them in which order you will develop

your points.

Here are some useful expressions for sign-
posting a speech:
"l'll be developing three main points. ln the
first part I'11... Secondly we can...Finally...

2. Main Body of Speech
The main body can be usefully divided into
different parts - each with a main heading.
Remember to begin a new paragraph for
each new topic of your speech, and to de-
velop your ideas fully before going on to the
next topic/paragraph. Support your ideas
with facts and explanations where possible.
Check that all elements from the assignment
are covered. Highlight the relationship be-
tween the different points you want to make

by using linking words and phrases from
box 25, p. 94. In that way you help your
audience follow your arguments and antici-
pate the direction you are moving.

3. Ending
A good ending will contain some or all of
the following stages:

o A summary. Often a summary is needed
before you give your final conclusions

o Restate your key points from the intro-
duction and the main body of the speech.
Never introduce any new information

o EndinB. This will often take the form of a
recommendation or call for action, a
challenge or a dynamic statement to re-
inforce your message. lf possible, try to
end on a thought-provoking note.

4. Closing/Thanking
Closing formalities. Some useful expressions
are:

. If you have any questions, I would be
happy to answer them.

. I would welcome any comments/sugges-
tions/questions.

c Thank you for your attention.

Report

Short Formal Report
There are many kinds of reports: school re-
ports, newspaper reports, sales reports and
so on. The two main types of reports in a
company are:

o Regular reports, which companies pre-
pare monthly or annually to communi-
cate, for example, information on sales,
income, credit status, or the company's
performance

c Ad hoc or special purpose reports, which
are written, for example, to describe or
explain a new company programme or
the results of investigations or solutions
to a problem
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