
SPEECH ORGANIZATION 
 
1. INTRODUCTION:  

Attention getter: There are a lot of ways to start a speech that will capture the audience’s 
attention. Some of the most effective ways are: 

 
a. Humor—proceed with caution here. A little bit is helpful; too much can destroy 

the flavor of your speech. Try to use a humor that relates to the topic. This can 
serve as a smooth transition into the body of your speech. 

b. Anecdote—the caution here is do not make the story too detailed or long. Pick a 
story that relates to your topic, it can be humorous too. 

c. Common ground technique—this can be anything that highlights the fact that 
speaker and listeners share common interests. 

d. Shock technique—this consists of mentioning an unusual, frightening, or hard-
to-believe fact, statement, or statistic. The idea is to startle them into alertness. 

e. Suspense—this is usually developed by withholding one’s theme or topic from 
the audience for several moments and by hinting at its importance or uniqueness.  

Once you use your attention getter 
• tell why the topic is worth knowing about—motivate us to listen. 

 
2. BODY.  

Organizing the body of information. Depending on your topic, your speech will fit into 
one of the following categories. Choose one of the methods. 

a. Chronological Order—arranges details or events according to the order in 
which they occur in time. 

b. Topical Order—topic is broken down into its parts and then arranged in an 
order determined by the speaker. 

c. Climatic Order—arranges items according to their order of importance, 
usually starting with the least important item and ending with the most 
important piece of information. 

• Present Step 1, Present Step 2, Present Step 3, etc. 
While you are presenting the steps, pointing out what you are doing and how you are 
doing it. Make it interesting or entertaining. Give tips, suggestions or historical tidbits to 
the audience. Consider what appeals to your audience. 
 

3. CONCLUSION. 
• Review the general steps briefly  
• Motivate the audience to make or do the thing you have shown us 
• Make a concluding remark to give a sense of ending.  
 


