Structuring an Informative Speech Outline
Typically, informative speeches have three parts: 

1. Introduction 

2. Body 

3. Conclusion 

In this section, we discuss the three parts of an informative speech, calling attention to specific elements that can enhance the effectiveness of your speech. 

As a speaker, you will want to create a clear structure for your speech.

Introduction

The introduction sets the tone of the entire speech. The introduction should be brief and to-the-point as it accomplishes these several important tasks. Typically, there are six main components of an effective introduction: 

· Attention Getters 

· Thesis Statement 

· Audience Adaptation 

· Credibility Statement 

· Preview 

· Transition to the Body 

As in any social situation, your audience makes strong assumptions about you during the first eight or ten seconds of your speech. For this reason, you need to start solidly and launch the topic clearly. Focus your efforts on completing these tasks and moving on to the real information (the body) of the speech. Typically, there are six main components of an effective introduction. These tasks do not have to be handled in this order, but this layout often yields the best results. To read about these components, click on the list below: 

· Attention Getters 

· Thesis Statement 

· Audience Adaptation 

· Credibility Statement 

· Preview the Main Points 

· Transition to the Body 

Body

Strategic organization helps increase the clarity and effectiveness of your speech. Four key issues are discussed in this section: 

· Main Ideas 

· Organizational Patterns 

· Connective Devices 

· References to Outside Research 

The body contains the bulk of information in your speech and needs to be clearly organized. Without clear organization, the audience will probably forget your information, main points, perhaps even your thesis. Some simple strategies will help you create a clear, memorable speech. Below are the four key issues used in organizing a speech. 

· Main Ideas 

· Organizational Patterns 

· Connective Devices 

· References to Outside Research 
Conclusion

While the conclusion should be brief and tight, it has a few specific tasks to accomplish: 

· Re-assert/Reinforce the Thesis 

· Review the Main Points 

· Close Effectively 

Take a deep breath! If you made it to the conclusion, you are on the brink of finishing. Below are the tasks you should complete in your conclusion: 

· Re-assert/Reinforce the Thesis 

· Review the Main Points 

· Close Effectively
The Speaking Outline

Depending upon the assignment and the instructor, you may use a speaking outline during your presentation. The following information will be helpful in preparing your speech through the use of a speaking outline. 

This outline should be on notecards and should be a bare bones outline taken from the complete sentence outline. Think of the speaking outline as train tracks to guide you through the speech. 

Using the Outline

The best strategy for becoming comfortable with a speaking outline is preparation. You should prepare well ahead of time and spend time working with the notecards and memorizing key sections of your speech (the introduction and conclusion, in particular). Try to become comfortable with the extemporaneous style of speaking. You should be able to look at a few keywords on your outline and deliver eloquent sentences because you are so familiar with your material. You should spend approximately 80% of your speech making eye-contact with your audience. 

