
 Worksheet for Developing an Effective Speech 

 
AUDIENCE 

 
PURPOSE/GOAL  

 
CENTRAL IDEA 

What you want your audience to know and remember after they’ve forgotten everything else in 
your speech.  
 

One sentence on what you hope to accomplish with your audience by the end of your presentation 
that is feasible based on where they start. Concrete, narrow enough for the time allotted, not too 
technical nor too trivial. (e.g. “To persuade my audience to…” or “To inform my audience about…”) 

Who will be in the room for your speech? Why are they coming? Why do they (or should they) care 
about your topic? In what ways is it most relevant to them? What biases or skepticism might they 
have about your topic? This analysis will inform all aspects of your speech. 



SUPPORTING MATERIAL 
 

 
2-3 MAIN POINTS 
 

Brainstorm and list the facts, stories, case studies, examples, images, analogies, data, anecdotes etc. 
that you can use to achieve the goal of your speech and to communicate and drive home your 
central idea. Remember, some people respond better to narratives rather than data, so include a 
diversity of potential content here. 

Looking at your supporting material, distill not more than three main points and organize a couple 
supporting points from above under each. This will give you a clear and simple structure for the 
main body of your speech, so your audience can follow you. 
 



OPENING 

 
CLOSING 

Your opening needs to quickly grab your audience’s attention and relate your topic to their 
interests (look back at your audience section above). Techniques for openings include: a personal 
story, a question or two you ask your audience, a truly startling fact that you can make personal for 
your audience, a provocative claim, or a hypothetical or real scenario. 

After you’ve presented your 2-3 main points and their supporting facts, examples, etc., your speech 
should end with some punch, not a whimper. This could be an inspiring story of success, or lessons 
learned, that will also leave your audience feeling inspired. Or it might be a reference back to your 
opening. If applicable, include any action steps you want your audience to take.  



VISUALS  

 
QUESTIONS (Q&A)  

List some common questions people have on your topic, and prepare the answers in advance so 
you’ll be ready for the Q&A session. Also prepare a couple of provocative questions that you can 
pose to your audience to spark discussion after your speech in case no one has any questions for 
you.  

Once your speech is fully outlined, look at your points, stories and examples and list ideas for 
photos, simple graphs or charts, or other graphics that could help your audience “see” what you are 
talking about. Don’t try to have a visual for every point. A few really good visuals can be more 
compelling than a constant barrage of slides.  


