Verderber’s 7 Action Steps for a Plan 

of Effective Speech Preparation

1. Determine a specific speech goal that is adapted to your audience.

A. Select a topic from a subject area you know something about and that is important to you

B. Analyze your audience.

C. Analyze your setting. [occasion]

D. Articulate your goal by determining the response that you want from your audience.

2. Discover, gather, and evaluate information you can use in your speech.

A. Survey sources manually and electronically that are most likely to yield quality information

B. Record information that is relevant to your specific speech goal on note cards.

3. Organize, outline, and develop your material in a way that is best suited to your particular audience.

A. Write a thesis statement that indicates the specifics of the speech goal.

B. Outline main points as complete sentences that are clear, parallel, and meaningful.

C. Order the main points following an organizational pattern that meets audience needs.

D. Create section transitions to serve as guideposts.

E. Create an introduction that gets attention, sets the tone, creates good will, builds your credibility, and leads into the body of the speech.

F. Create a conclusion that both summarizes the material and leaves the speech on a high note.

G. Review and complete the speech outline.

H. Prepare speaker notes from the outline.

4. Develop a strategy for adapting material to your specific speech audience.

A. Establish common ground.

B. Adapt to audience level of interest.

C. Adapt to audience interest toward you.

D. Adapt to audience interest toward your topic.

5. Create visual aids to clarify, emphasize, and dramatize verbal information.

6. Practice the speech until the wording is clear, vivid, emphatic, and appropriate.

7. Practice the speech until the delivery is enthusiastic, vocally expressive, fluent, spontaneous, and direct.

A. Use voice and bodily action to develop a conversational quality.

B. Rehearse the speech until you can deliver it extemporaneously within the time limit.
