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About this Book

Welcome to the new edition of Speaking of Speech! The first edition was a
bestseller for more than a dozen years. We have kept what you liked and
improved the rest.

Organization of the New Edition

The popular, step-by-step approach of the first edition remains basically the
same. The new edition still divides the complex, communicative activity

of speech into The Three Messages. We still start with the simpler, less
abstract, less language-dependent skills of the Physical Message (posture,
eye contact, gestures, and voice inflection), thereby allowing the students
to make quick, visible progress and gain confidence. However, in response
to your feedback, the new edition reverses the order of the Story Message
and the Visual Message, giving visuals greater emphasis. After all, we say
“show and tell,” not “tell and show.”

Regarding the structure of each unit, we still divide each unit into four
sections that systematically explain what the target skill is, why it is
important, how to use the target skill, and give activities to practice the
target skill. In the new edition, the what and why sections are simplified
so that more time can now be spent in class on the interactive how and
practice sections.

New: The Speaking of Speech DVD

Over the years, teachers have asked again and again if we knew of any
sample speeches for students to watch and emulate. We couldn’t find any
examples that were suited to the level, needs, and interests of our students,
so we decided to make our own Speaking of Speech DVD. The eight sample
speeches on the DVD correspond with the Performance sections in the
student text.

Each episode is short and sweet with an average running time of about
three minutes, and was filmed in front of an audience of eager listeners.
The sample speech itself is bracketed at the beginning and the end with
commentary by the Emcee, played by the talented Jimmy Wolk. At the
start, he sets the stage for each speech and, at the end, he focuses our
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attention on the Speaking of Speech target skill. The Emcee’s physical skills,
his posture, eye contact, facial expressions, and gestures make him a great
model for students to emulate! The speeches on the DVD also exemplify
different types of visuals including photos, posters, and graphs. For low-
level learners, a closed caption option allows viewing with subtitles.

New: Expanded and Updated Visual Message

Over the last few years, computer presentation software has become
ubiquitous. This has been both a blessing and a curse. Although this
software provides the user with endless choices of color, font, clipart,
layout, and templates, there have also been reports of student presenters
preparing an infinity of word charts, and then boring their classmates and
teachers to death by tediously reading the sentences on the charts. (Even
more disturbing are reports that a few teachers have retaliated in kind in
their own presentations!)

The new edition has addressed this problem by expanding the section on
visuals. Episode 4 of the DVD features what we hope is a humorous delivery
of a bad set of slides, followed by an improved presentation of better

slides. Episode S features the same slide delivered twice, first in a long,
redundant explanation, then, redone with a short, systematic explanation.
Additionally, we asked our gifted illustrator, Ty Semaka, to catalog a list of
“Dos and Don'ts” for presenting slides.

A final note. In Speaking of Speech, we have tried to create a world of
possibility, a world of things not as they are, but how they could be. We
don’t know the answers for a better tomorrow. But we do know how they
will be reached: through improved communication, especially through
improved presentation skills. Join us. Help us.

Be part of the solution!

David Harrington
Charles LeBeau
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The Three Messages in a Speech

The Physical Message

The Visual Message
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The environment needs your help!

The Physical Message The Visual Message

Not all communication in a speech comes Speech is not just about what you say.
from words. The way you stand, where What you show and how you show it is
you look, how you use your hands and as important as what you say. In this
vary your voice send a message as well. book, we call that the Visual Message.
In this book, we call that the Physical

Message.

The Story Message

1 [=] INTRODUCTION

» Greeting

* What

* Why

* Overview

Main Point 1

Main Point 2
Main Point 3

TRANSITION

2 =] BODY
* Main Point 1
Numbers / Examples

TRANSITION

* Main Point 2
Numbers / Examples

TRANSITION

« Main Point 3
Numbers / Examples

TRANSITION

3 [=] CONCLUSION
« Main Point 1
Focus Point
« Main Point 2
Focus Point
« Main Point 3
Focus Point

The Story Message

A speech is like a story. It has a
beginning, a middle, and an end, all
connected together into a single
message. Keeping the parts in order, and
connecting them together is called the
Story Message in this book.




The Physical Message

What Is the Physical Message?

Just as words form the spoken language, how we stand, where we look, how we move our hands,
and the tone of our voice form the body language. This Physical Message includes four skill
areas.

® Posture:
The way we stand and position our
whole body.
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® Eye Contact:
Where we look to keep in touch with
the audience as we speak.

® Gestures:
How we move our hands to support our
words.

® Voice Inflection:
The way we change the tone of our
voice to emphasize key words.

Why Is the Physical Message Important?

A good Physical Message sends a confident, positive, energetic and enthusiastic message to the
audience.
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Practice: Physical Message Pairwork

Take turns trying to communicate the following words or phrases to your partner.
You may choose randomly from A to U. Don’t say anything to your partner. Use only body
language.

Check the box
next to the correct

Speak louder, please-

@ Could | borrow
your eraser?

0 What are 7
you talking about? )

e Give me all 1 0

at. ) _
of your money- O Please have a S€ Follow me

You're late!

n Speaking of Speech New Edition




Posture and Eye Contact

What Are Posture and Eye Contact?

The way you stand (posture) and where you look (eye contact) communicate a message. This is
not a spoken message, but a physical message. Good posture and eye contact send a confident,
positive message to the audience.

F1OVINOD 3A3 8 38NLSOd

® Posture:
The foundation of the Physical Message.

Ed Presenter: Lisa _
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® Eye Contact:
Gives you feedback from your audience.

Are they interested?

Do they understand?

Why Are Posture and Eye Contact Important?

Posture is the foundation of the Physical Message. If your posture is solid, you look confident. If
your posture is weak, you look nervous and unsure.

Good eye contact gives you valuable feedback from the audience: Do they understand your
speech? Are they enjoying your speech?

The Physical Message n



Posture: How Not to Do It

Look at these common posture and eye contact problems. Listen and match the problems

7 with the descriptive labels in the Word Box, and write your choices in the spaces provided.

AUDIO - The first one is done for you
(2 ] FOUk

Word Box

*the pendulum ethe surfer ethe Leaning Tower of Pisa
*the hula dancer ethe birdwatcher ethe stargazer
ewashing your hands ethe soldier

1. Swaying from side to side is poor speech posture
because it communicates that you are also
swaying back and forth between ideas in your
mind.

® We call this “ the pendulum

2. Leaning to one side is poor speech posture
because it is too relaxed, and makes the audience
feel that you aren’t serious about your speech.

® We call this “ ”

3. Looking up at the ceiling while giving a speech
is poor eye contact because it shows that you
aren’t well prepared and don’t know what to say.

® We call this “ N

4. Moving your shoulders and upper body around
as you speak is poor speech posture. It makes
the audience feel that you are not calm, and not
confident about your message.

® We call this “ "
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5. Swinging your hips back and forth and
from side to side is poor speech posture
because it shows that you are nervous, and
not comfortable with your message.

® We call this “

"19VLNOJ 3A3 3 34NLSOd

6. Rubbing your hands together as if you were
washing them or playing with something in
your hands is poor speech posture because it
shows that you are nervous.

® We call this “ !

7. Looking out of the window or staring at the
back of the room is poor eye contact for a speech
because it makes the audience feel that you are
not interested in them.

® We call this “ ”

8. Standing stiffly at attention with your feet
together and your hands at your sides is poor
speech posture because it makes you look
nervous and uncomfortable in your role as
speaker.

® We call this o
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Posture: How to Do It

Making a good first impression is important. Even before you say your first word, your
posture and eye contact should show the audience that you are calm, well-prepared,
confident and ready. If you begin with good posture and good eye contact, it will be easy for
you to maintain a positive Physical Message throughout your speech.

= B SET YOUR rggy

Place yoyr feet

. control and confidence |
to build 5 Speech upon, .

% B SET YOUR HANDg

Hold yoyy hands together.
Keep them about wjp

8 in a voice 1509
Usual conversatjoy, voice % louder thay, your

Speaking loud]
Y release
speech ent hitgsfae, S nervouys energy and 8ives your
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Practice: Posture Workshop

M BN Group Practice

Stand up as a class and follow the Posture
& Eye Contact Checklist:

lv] SET youg FEET
SET YOUR HANDS
@ EYE CONTACT

v'] PRESENTATION
VOICE

"19VINOI 3A3 % 34N1S0d

M (S WA Individual Practice
Work in groups. Form a line. One by one,

walk to the front of the group and practice Good
getting set for a speech. Follow the Posture o
& Eye Contact Checklist and say “Good mornlng'

morning” or “Good afternoon” in your
presentation voice.

pif9 kY Repeat the individual practice, and this time say:

“Good morning. My name is "

The Physical Message



Speaker:

Work in groups. One by one,
come to the front of the group to
practice communicating with the
audience through eye contact.
First, set your feet and hands,
then carefully control your

eye contact by looking at each
person. Start with the person on
the left. Look into their eyes for
three seconds. Count out loud
“1, 2, 3.” Move your eyes to the
next person to the right, make
eye contact, and count “4, 5, 6.”
Continue until you have made
eye contact with everyone.

Speaking of Speech New Edition

Practice: Posture and Eye Contact Workshop

Audience:

Raise your hand when the speaker

makes good eye contact with you. Keep

your hand raised as long as the speaker

keeps eye contact. As soon as the

speaker looks away, lower your hand.

® Lower your hand if the speaker
doesn’t have good eye contact, looks
over your head, looks at the ceiling,
or looks anyplace but in your eyes.

@ There should only be one hand in
the air at any time.




Presenter: Lisa Suzuki |

SPEECH TYPE:

In Episode 1 of the Speaking of Speech
DVD, Lisa gives an informative speech on
her favorite city. Giving an informative
speech is like teaching. If you are giving
an informative speech, your job is to
teach something to the audience. The
success of your speech depends on
whether the audience learns what you
wanted to teach.

SPEECH SKILL:

In an informative speech, eye contact is
especially important. By watching the
audience’s faces, you can know whether
they understand the information. If the
people in the audience are nodding in
agreement, it’s a good sign that they
understand what you are trying to

teach. On the other hand, if people look
puzzled, that’s a sign that you need to try
explaining the idea again.

SPEECH PREPARATION:

For this speech, you will use a quadrant,
like the one Lisa uses, to help you
prepare a presentation on the city you
recommend visiting.
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Model: Informative Speech

FIRST VIEWING:

Watch Episode 1 of the DVD. Close your

i 3 textbooks and enjoy the speech! After

The Informative ' viewing, answer these questions:

SpeeCh , 1. What is the topic of her informative
o speech?

2. How many points does she have?

SECOND VIEWING:

Watch again and complete the evaluation
form below. Fill in the activities for “SEE,”
“DO,” “EAT” and “GETTING AROUND.”

Illformat'
Ive Speech Ey. .
Speaker’s name. . aluation Form

Tt Sewi
City:

\

GETTING AROUND

m Speaking of Speech New Edition




Assignment: Prepare an informative speech telling your classmates about your hometown or a

b

b

Speech Preparation

city you recommend visiting.

(PLAN:

Use a quadrant to brainstorm.

SEE
- Portland Avt Museum

< NBA Backetball>

- Oregon Mvsevm of
Science and lndug‘h’l»,

< Red Hot Chili Fepper

‘ DO
- Shop ping

<<_Nordstron>
- Sa’h:rdab’ Market

— Uoud Center

— Powell’s Bookstore

EAT
- Old Town FPizza

GETTING AROUND
- Car

- 5ai59n Kitchen - Bug
Jake's Famous Crawfich
R estavrant
eSTavran - MAX 4rain
PREPARE:

Make a poster. Use photographs or draw pictures yourself.

GETTING AROUND

Bz

e

C’RACTICE:

Concentrate on your posture and eye contact.

.

ETX] ( PERFORM:

Speakers, use your visual to explain. Listeners, fill in the evaluation

form on page 100.
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What Are Gestures?

Gestures

Gestures form the vocabulary of body language. This physical vocabulary supports the words
of your verbal message. Gestures can be divided into four groups.

Why Do We Need Gestures?

® Number/Sequence

These gestures signal a sequence,
a process, or a number worth
remembering.

® Emphasis/Focus

These gestures signal a key word, or
an idea that you want the audience to
focus on.

@ lllustration/Location

These gestures help the audience
visualize size, shape, and dimension, or
help the audience visualize how to do
something.

® Comparison/Contrast

These gestures help the audience
understand similarities, differences, and
changes.

Gestures energize your presentation. They animate your presentation. They punctuate your
presentation with meaning. Gestures signal that you are numbering, sequencing, emphasizing,
demonstrating, illustrating, or comparing information.
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How to Use Gestures

Just as there is a vocabulary for spoken language, there is a vocabulary for body language.
The spoken language and the body language combine to help the audience understand
your message. Here is a glossary of gestures for you to practice. Stand up and practice saying
the words and doing the gestures together in class.

Glossary of Gestures '

@ Number/Sequence

S3dNLS3Y

Gestures for Number/Sequence help the audience visualize numbers or understand a process
from beginning to end.

“I have three reasons . . .” “The first step . . . “Moving from phase one . . . to

the second step . . . and phase two . . . to phase
the third step . . .” three .. .”

® Emphasis/Focus

Gestures for Emphasis/Focus make your speech interesting and help the audience
understand which words are important.

III

“Our product is unique . . .” “The point | want to “The key point is here . . .!
emphasize is . . .”
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@ Illustration/Location

Gestures for Illustration/Location help the audience visualize the size, the shape, the
location, the dimension, the action and many other aspects of your explanation.

“It is shaped like this.” “It is located in the top right
corner.”

“It is on the left.” “The new notebook computer is “Cut it twice.”
very thin.”

Speaking of Speech New Edition



® Comparison/Contrast

SIHNLSIY

Gestures for Comparison/Contrast help the audience understand differences,
advantages, and changes.

“Both sides should be equal . . .”  “The price of gas is higher “On the one hand there’s
now than last year.” price, and on the other hand
there’s quality.”

“World population has been “In the case of China, . . ., and “These are different.”
rapidly increasing since the in the case of Brazil, . . ."
1970s.”

® Gestures not only help the audience understand; they add excitement and energy to
your speech.

® A variety of gestures gets the audience’s attention and keeps them interested in your
message.

The Physical Message



Practice: Using Gestures

Help Honest George make his speech more interesting by choosing the best
gesture for each TV screen. Write the letter of the gesture on the TV screen.
The first one is done for you.

“Hi! I'm Honest George. There are three

increase

me because I will cat

Vote i
Honest
| George }

@ M9 P4 Now that you have matched the gestures to the words, listen to the CD. Then stand
AUDIO up and read the speech out loud using the gestures shown.
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There are two problems.
Global warming is a big problem.

.

A ring is round.

We want to cut costs.

New York is larger than London.
It’s a big book.
Open the laptop.

m\IO\Sh-BWN-l

Open the laptop and insert the DVD.

My room is small.

My room is small and has a low ceiling.

I want to talk about a growing problem.

First, | want to talk about a growing problem.
This is the point | want to emphasize!

Use a wide variety of gestures.

First, input your password, then hit “Return.”

Practice: Gesture Pairwork
Student B

E Listen to your partner. Repeat the words and add gestures.

BT Read the sentences above to your partner. Your partner should repeat the sentences
and add gestures.
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:nce Store ltems

SPEECH TYPE:

In Episode 2 of the Speaking of Speech
DVD, Josh Carlin gives a layout speech
about his neighborhood convenience
store. A layout speech tells the audience
where things are, their size, and their
shape. When you give a good layout
speech, the audience feel confident that
they can get around and find what they
want. If your speech is unsuccessful, the
audience will have trouble finding what
they are looking for and might even get
lost.

SPEECH SKILL:

Gestures are essential to a layout speech.
Showing with gestures is better than

just telling with words. It’s much easier
to show where something is than to

tell where something is. And, from the
audience’s point of view, it’s much easier
to visualize where things are if you use
gestures.

SPEECH PREPARATION:

For this speech you will use a grid, similar
to the one that Josh uses, to help you
plan and present your layout speech.
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Model: Layout Speech

FIRST VIEWING:

Watch Episode 2 of the DVD. Close your
textbooks and enjoy the speech! After
viewing, answer these questions:

1. How many sections does he divide the
store into?

2. How many points does he have?

SECOND VIEWING:

Watch again and complete the evaluation
form below. Fill in the grid with items
from the store. The first one is done for
you.

Layout §
Speaker’s name. uation Form
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Speech Preparation

Assignment: Prepare a layout speech about, for example a convenience store, amusement park,
or your school.

[Step 1 JESIA Y

Choose a kind of grid to explain your ideas.

Convenience Store

Amusement Park

Make your visual. You can use words, such as the convenience stor
words above. You can use pictures, such as the amusement park
picture. Or you can use a map, such as the school map.

EZ¥)  PREPARE: }
e e

EZE] | PRACTICE:

mllll Concentrate on your gestures.

PERFORM: J

Speakers, use your visual to explain. Listeners, use the evaluation
form on page 101.

The Physical Message



Voice Inflection

What Is Voice Inflection?

Voice inflection means changing your voice. You can change your voice in one

of three ways. Listen to these three examples.
AUDIO

1. Stressing a word or phrase

. A~
[ have a LOT of experience.

2. Stretching a word or phrase

— _
No...Ihave a Le—==1t of experience.

3. Pausing before a word or phrase

( )
No...Thavea ,..LOT of experience.

Why Is Voice Inflection Important?

Using inflection is a lot like using gestures. Without gestures your physical message is flat—there
is no variation, no action, no energy. Similarly, without inflection your verbal message is flat—
there is no variation, no color, no emphasis. Inflection emphasizes key words to add interest and
help the listener understand your speech—ijust as gestures do.

Listen to the two radio advertisements. Which announcer uses voice inflection?
AUDID [ | Advertisement 1 [ | Advertisement 2

Speaking of Speech New Edition




How to Identify Voice Inflection

We've just heard an example demonstrating stressing, stretching, and pausing.

Now, listen to these sentences and check the type of inflection that is used.
AUDIO

[ 6|
1 e
) Stress
D “I will not raise
Stretch [ ] | taxes.”

Pause l:l

NOILIFTINI FII0A

v T

S
ﬂClimate Changh || Stress
a real danger!”/ | | Stretch

- o u Pause

Stress D

Stretch | |

Pause | |

“It’s been a long
time.”

D Stress

“There are more than D Stretch
400 different birds in D Pause

"" the jungle.”

Stress | |

Stretch | |

Pause | |

“It’s bigger, better,
and more exciting.”

sl h || Stress
/ There is no down D Stretch

payment.”
| Pause

The Physical Message



How to Use Voice Inflection

® In the previous exercise you listened to the CD and were able to identify three types
of voice inflection. Now it is time for you to decide for yourself which words to
emphasize by stressing, stretching, or pausing.

® Which are the best words to inflect?

@ Usually the inflected words are from one of the following five word groups: numbers,
action words, descriptive words, comparison words, and negative words.

m Listen to the CD and underline the inflected word or words for each of the five
AUDIO word groups.

“This is a $19,999 car.” “The universe is only 6,000 “The universe is billions and
years old?” billions of years old.”

1 2.

/\\ Stressing 4— Stretching ( ) Pausing

“We have cut prices in half.”  “We can decrease pollution.” “The price of gas has shot up
again.”

4

/" \. Stressing 4——) Stretching ( ) Pausing

Speaking of Speech New Edition




Descriptive words (adjectives and adverbs)

“Do you still drive a big “Attitudes are slowly “You can quickly increase
car?” changing.” your income.”

7. 8. 9.
/. Stressing 4—— Stretching ( ) Pausing
Comparison words
“We build more efficient cars “We have the most “Nobody gives better service
than before.” experienced teachers.” than us.”

10.

11. 12,

/\\ Stressing 4—— Stretching ( ) Pausing

Negative words

“And remember, there’s no “Sorry, tax is not included.” “You should never drink
down payment.” and drive.”

13. 14.

/" Stressing 4— Stretching ( ) Pausing

b1 Now, listen again and repeat after each sentence. Emphasize the inflected words
that you underlined.

NOILIFTINI FII0A
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Practice: Inflection Pairwork

(Student B: Please turn to pages 34 and 35.)

China has
the world’s LARGEST
population!

China has
the world's largest
population.

m Read the following 10 sentences one at a time to
your partner. Your partner should repeat the sentence and
add voice inflection and gestures.

'Chinal

1.
The Largest l’upulali(~ ® China has the world’s largest population.

@ About one-fifth of the world’s population is
Chinese.

@ There are over one billion people in China.

@ That’s more than double the population of all the
countries in the E.U.

Over 4,000 years
® China has a very long history.

® It is over 4,000 years old.

® Iis history is divided into many periods.

@ The first period was the Xia dynasty in the 20th
century BC.

@ [t was the first country to use gunpowder.

® The Chinese invented fireworks.

Speaking of Speech New Edition




(g P Look at the slides below. Your partner will read two sentences for each
slide. Listen to the sentences your partner reads. Repeat the sentences
and add voice inflection and gestures.

NOILIFTINI FII0A

Population

3,000 years

1968
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Practice: Inflection Pairwork

China has
the world’s LARGEST
population!

China has
the world’s largest
population.

M N Look at the slides below. Your partner will read two
sentences for each slide. Listen to the sentences your partner
reads. Repeat the sentences and add voice inflection and gestures.

China

The Largest Populali(N

Gunpowder

Speaking of Speech New Edition




b3S Read the following 10 sentences one at a time to your partner. Your
partner should repeat the sentence and add voice inflection and
gestures.

NOILIFTINI FTI0A

® Nauru is one of the world’s smallest countries.

® [t is only 21 square kilometers in size.

® There are fewer than 15,000 people in Nauru.

Population

@ Ninety percent of the people are unemployed.

® The first people arrived in Nauru 3,000 years ago.

L 3,000 years @ Traditionally there are 12 clans or tribes.

® Nauru was administered by Australia, Britain,
and New Zealand until 1968.

Established

® [t declared independence on January 31st 1968.

® Nauru’s economy was based on the mining of
phosphates.

® [t used to be one of the richest countries in the
world, but now it is one of the poorest.

The Physical Message
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Storyboard

Speaking of Speech New Edition

SPEECH TYPE:

In Episode 3 of the Speaking of Speech
DVD, Terri demonstrates how to make

a tuna sandwich. A demonstration
speech is a type of informative speech.
But in a demonstration speech we aren’t
just trying to inform the audience—we
are trying to teach them how to do
something. If, at the end of your speech,
the audience can perform the activity you
demonstrated, your speech has been a
success.

SPEECH SKILL:

All the elements of the Physical Message
are essential to a good demonstration
speech. You need good posture to

show your confidence. You need

good eye contact to confirm that the
audience understands the steps you are
demonstrating. You need good gestures
to demonstrate each step clearly. Finally,
you need good voice inflection to
emphasize the key words the audience
should remember at each step of the
demonstration.

SPEECH PREPARATION:

For this speech, you will use a storyboard
to help you prepare, and then use photos
or drawings to illustrate each step.



Model: Demonstration Speech

FIRST VIEWING:

Watch Episode 3 of the DVD. Close your
. textbooks and enjoy the speech! After
The Demonstration viewing, answer these questions:

1. What is she demonstrating?

2. How many steps are there?

SECOND VIEWING:

Watch again and complete the evaluation
form below. Write the steps and the
warnings. The first one is done for you.

Demon i
Stration Speech Evaluatiop For
m

> Terri
at did the Speaker demonstrate?

1. Toast the bread

Speaker’s name:

The Physical Message



Speech Preparation

Assignment: Prepare a demonstration speech on how to make a favorite dish.

(PLAN:
Use a storyboard to break the process into easy “bite-size” steps.

. Storyboard: How to make a tuna sandwich

1. Toast the bread
(Be careful not
to burn the
toastl)

2.0pen the can
(Be sure to
drain the tunal)

3. Cut the
cucumber
(Be careful not to
cut your finger!)

3

4. Assemble the
sandwich
(Don't sprinkle too

5. Cut the
sandwich
(Be careful not to

6. Serve with
fresh fruit
(Bon appetitl)

cut yourselfl)

much pepper!)

ETF] | PREPARE:

[llustrate the steps using photos or drawings.

. How to make a tuna sandwich

J

PRACTICE:

Be sure to practice all the physical skills, especially voice inflection!

M S ( PERFORM:

Speakers, use your visual to explain. Listeners, use the evaluation
form on page 102.

Speaking of Speech New Edition




The Visual Message

What Is the Visual Message?

One picture is worth a thousand words. Save time—use visuals! Show the audience with images;
don’t just tell them with words.

S z

UE? gregg Machie i @ Effective Visuals:

e The images we show the audience.
‘ 1. Green Machine Features |

< 51.5 miles per gallon: 18% more
< Hybrid engine: 70% less CO,

|\ ¢ Quieter: 8 db less noise

\
|

i Model H
©Groen Machine
mIron Lady Z

= Total Pet

8 Lemon

] The environment needs your help!

@ Explaining Visuals:
The words we use to guide the audience
through the visuals.

Why Is the Visual Message Important?

The Visual Message is important because even if you stumble over sentences, mispronounce
words, or get the numbers wrong, the audience will still understand.

The Visual Message



Effective Visuals

FIRST VIEWING:

Watch Presentation 1 of Episode 4 of the
DVD. Pay close attention to the slides the
speaker uses. Close your textbooks and
enjoy the speech!

1. How did he do?

2. Did you notice any problems with his
visuals?

Slide Analysis

Analyze the following slides and write the problems and their possible solutions below.

1. The best thing about the Green Machine is that & is economic to drive. The Green
Machine’s patented hybrid engine has an estimated combined city/highway 51.5 miles
per galion rating. In terms of percentage, this means that the Green Machine gets 18%
more miles per galion than the average new auto. This transiates into 2 saving for the
owner of 18% on gasoline. Ratings are based on estimated mileage for mode! year
2010. Nete that for the 2010 models, the way that the estimated economy ratings were
determined was revised.

2. A second, related feature is that the patented hybrid engine generates less pollution.
The Green Machine generates 70% less smog-forming emissions including CO, and
other gases that have been proven to contribute to global warming. You can do your
part in reducing global warming! Be part of the solution! Test drive a Green Machine
today.

Solution

3.In addtion to emitting fewer dangerous gases and poliutants into our planet's
atmosphere, the Green Machine contributes to reducing noise pollution, a particularty
important facter in city driving. The Green Machine has been rated by Driver and Car
magazine as being eight decibels quieter than the average new car. in the both the
starting and driving phases; the Green Machine has been rated as quieter. This gives
‘You, the driver, a safer, more comfartable driving experience.

MONTH SALES
May 8,140
June 8,120
July 8,840

August 8,920
September 9,230

October 20,912
Noveniel 60732 m
December 70,322
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>

-
555,
s
m
o
5.
<
m
=
%
=
>
Press
»

Solution

Remember:
If you care about the environment,
If you believe in recycling,

{Green Machine is sold on a first-come, first-served basis.
Performance is based on standard ratings and may vary
depending on local driving and weather conditions.)

Thank you for your attention!

Problem

The Visual Message



Compare your slide analysis to the solutions below.

Problem
* Speaker can’t remember main points

SECOND VIEWING:

Watch Presentation 2 of Episode 4 of the
DVD. Note the changes in the visuals.
Close your textbooks and enjoy the
speech!

Presentation 1 Presentation 2

¥ 3,
The Green Machine |

Solution
e Use an overview chart

1. The best thing about the Green Machine is that & is economic to drive. The Green
Machine's patentad hybeid engine has an estimated combined cityhighway 51.5 miles
per gallon rating. in terms of percentage, this means that the Green Machine gets 18%
more miles per gallon than the average new auto, This transiates inte a saving for the
owner of 18% on gasoline. Ratings are based on estimated mileage for model year
2010. Note that for the 2010 models, the way that the estimated economy ratings were
determined was revised.

2. Asecond, related feature is that the patented hybrid engine generates ess poliution.
The Green Machine generates T0% less smog-forming emissions including C0,and
other gases that have been proven o contribute to global warming. You can do your
part in reducing global warming! Be part of the solution! Test drive a Green Machine
today.

3. In addition to emitting fewer dangerous gases and poliutarts mnto our planet's
atmosphere, the Green Machine contributes to reducing noise poliution, 2 partbcularty
importarnt factor in city driving. The Green Machine has been rated by Driver and Car
magazine as being eight deciBels quieter than the average new car. In the both the
starting and driving phases, the Green Machine has been rated as quieter. This gives
You, the driver, a safer, more comfdttable driving experience.

Problem

* Font point size is too small
* Long sentences

* Noisy background

Speaking of Speech New Edition

1. Green Machine Features

< 51.5 miles per gallon: 18% more
< Hybrid engine: 70% less CO,

< Quieter: 8 db less noise

Economic and environmentally friendly!

Solution

¢ Use a large point size

* Avoid sentences

* Use a simple background



Presentation 1 Presentation 2

MONTH

May
June
July

August
September
October
November
December

Problem
e Difficult to visualize a trend

2.1 Green Machine Popularity

STVYNSIA JAILII443

May June July Aug Sept Oct Nov Dec
Growing in popularity!

Solution
* Show ideas with images (graphs,
illustrations, photos, etc.)

BGM

= Model H

o Lemon

W iron Lady Z

I_l = Total Pet

Problem
* Wrong kind of chart to show percentages

3. Green Machine Market Share

H Model H

B Green Machine
EIron Lady Z

H Total Pet

H Lemon

The environment needs your help!

Solution
* Choose the right kind of chart to
communicate your message

Remember:
If you care about the environment,
If you believe in recycling,

(Green Machine is sold on a first-come, first-served basis.
Performance is based on standard ratings and may vary
depending on local driving and weather conditions.)

Thank you for your attention!

Problem
* “Noisy” conclusion chart
e Font is too small

Solution

* Use a simple conclusion chart like this one
* Make sure the font is large enough

The Visual Message



What Are Visuals?

Different ideas need different visuals. Look at the slides below.

Glossary of Visuals

® Graphs

Vertical Bar Graph GDP Per Capita
We use a vertical bar graph to show ranking.

Country A ¥ CountryB [l Country C

Horizontal Bar Graph
We use a horizontal bar graph to compare

speed, time, or length. A ——
Printer B “
printer C | [l
pPrinter D [l

Printing Speed

Black & White
B Full color

Pie Graph Market share

We use a pie graph to compare percentages.

Company X

& Company Y

Company Z
& Others

Line Graph

We use a line graph to show trends over time.
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@® Pictures
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Photograph

We use a photograph for realism and to show
details, or to create emotion.

Hlustration

We use an illustration to emphasize only key
points. We often use an illustration in place of a
photograph for a simpler, clearer look.

Map

We use a map to show layout and location. A
floor plan of a building, such as a store or train
station, is one kind of map.

Diagram
Mechanical Pencil

eraser assembly

We use a diagram to show the dimensions and
features of an object. Diagrams are often used in
technical presentations or product presentations
to show the parts of an item.

pencil mechanism

The Visual Message



® Charts

Title

We use a title chart to state the topic and its
importance to the audience.

Overview

We use an overview chart to preview the
contents of our presentation.

Bullet

The Physical Message
We use a bullet chart to show lists of ideas.

Note that we don’t use complete sentences—

just phrases or key words. Try to limit your * Posture
bullet charts to five words or less per line and » Eye Contact
five lines or less per chart. * Gestures

* Voice Inflection

Flavw Checklist
We use a flow chart to describe a step-by-step

process.

Set your feet
Set your hands

Eye contact

Presentation voice

Speaking of Speech New Edition




How to Make Visuals: Guidelines

Guideline 1: Show Images

Show the audience your information by changing words and numbers into images.

STYNSIA FAILI3443

® Change a confusing table of numbers into a graph.
BEFORE AFTER

Attendance at East and North Parks Attendance at East and North Parks

Name/Month

East Park
North Park

_.._.
East Park

i rT
North Park

T T
January  April July October

® Change a list of locations into a map.

BEFORE AFTER

New offices opened in Asia this year

T ——
Regional Head O Hong Kong China
Information Technology Sapporo NEDEL]
Regional Head Office Tokyo Japan
Regional Head Office Osaka NETER Hong Kong
Asian Headquarters Seoul Korea
Research & Development Pusan Korea g
Singapore

Logistics Singapore Singapore

Regional Head Office Manila Philippines

® Change words into a flow chart.

BEFORE AFTER

Training Schedule Training Schedule
+ One month of orientation. 1 month
- All personnel receive six ths of \
pers ecelv months o 6 months __ General Skills Training
5 months QI GIEIRTET ]

general skills training.

» Technicians receive specialized
technical training, while sales personnel
receive specific sales training.

+ One month of management and
leadership training.

Management and
1 month Leadership Training

First Assignment

The Visual Message



Guideline 2: KISS (Keep your Information Short and Simple)

® Simplify sentences into easily remembered key words and phrases.

BEFORE AFTER

Scuba Diving Safety Rules

e

Always dive with another
person, a “buddy,” so that you
can watch over each other.

Remember to calculate bottom
time to allow enough time for
decompression if necessary.

,ﬂ, ® Dive with a Buddy

©® Waich the Bottom Time

Don't put your hands on ©® Don't Touch Marine Life

marine animals. You could
injure them or yourseif.

® Eliminate unnecessary information.

BEFORE AFTER

Number of Food Co-op Users

Time is money.
Smart shoppers save
time as well as
money by using
food co-op servicel

Number of Food Co-op Users

July August September
August September

® Eliminate unnecessary details. Round off numbers and eliminate extra words
to make easily remembered key points.

BEFORE AFTER

3 Good Reasons to Work
with ACME Corporation

3 Good Reasons to Work
with ACME Corporation

» 1,236,427 Items in Stock - 1.2 Million Items

« 149,650 Customers Last Year

» 150,000 Customers
- $28,435,954.94 in Sales Last Year

+ $28.5 Million in Sales

Figures are for last year
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Speech Preparation

Assignment: Prepare a presentation comparing two countries. Your presentation should
include a title chart, three data charts, and a chart of questions for you to ask your
audience at the end of your presentation.

ET XY (PLAN:

Choose two countries to compare. Do some research for your data charts. For
example, you could compare population by age groups, or GNP over the last 5
years.

=¥ | PREPARE:

Design your charts. Use some of the types of visuals from the Glossary of
Visuals. Choose the media most appropriate to your information: slides,

poster, etc. Use the boxes on the next page
for brainstorming.

Questions

1. Which country has more young people?
2. Which country has a declining birthrate?

3. What is the largest city in Freedonia?

BT %) ( PRACTICE:

These visuals will be used in your presentation at the end of the next section,
Explaining Visuals.

The Visual Message



Brainstorming: It is a good idea to sketch your visuals in pencil before making your final
charts. Use the blank charts below to sketch out your visuals.

@ Title chart
Use the title chart to announce what
countries you are comparing.

@® Data charts
Make three data charts.

® Question chart
Make one question about each of your
data charts to ask the audience.

Speaking of Speech New Edition



Explaining Visuals

FIRST VIEWING:

Watch Presentation 1 of Episode 5
of the DVD. Note how the speaker
explains the chart. Close your
textbooks and enjoy the speech!

STYNSIA ONINIVIdX3

How did she do? Did you notice any
problems in her delivery? What problems
did you notice in how she explained the
visual? Write them below.

SECOND VIEWING:

Explaining Visuals Watch Presentation 2 of Episode 5.

‘ What does the speaker do differently?
Close your textbooks and enjoy the
speech!

How did she do this time? List the
improvements below.

The Visual Message



How to Use Visuals

Look at these common problems of presenting visuals. Have you seen presenters make these
mistakes?

Glossary of Presenting Visuals

Problem 1: Standing in front of visual and Solution: Stand off to the side.
blocking the audience’s view.

Solution: Point with the hand
closest to the visual. )

Solution: Point your toes towards the
audience.

Speaking of Speech New Edition



Problem 4: Twisting the whole

body towards the chart.

STYNSIA ININIV1dX3

Solution: Turn your head,
not your body.

Problem 5: Using the full extent of
the pointer.

Solution: Shorten the
pointer and stand close to
the visual.

Problem 6: Hitting the screen with
the pointer.

Solution: Avoid touching
the screen.




How to Explain a Chart

Use LE.E. (Introduce, Explain and Emphasize) to explain your data charts.

- - INTRODUCE:

First, introduce the chart. Tell the oy Monthly Sales
audience what kind of chart it is. |

“This bar graph shows monthly sales from January to
October.”

Step.2_ EXPLAIN:

Next, explain the chart. Tell the
audience what is on the chart.

“This axis shows months . . . and this axis shows
money in millions.”

EMPHASIZE:

Finally, emphasize what is important on
the chart. Tell the audience what to pay
attention to.

“The key point on this graph is here, in June, and uly,
where sales fell.”
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Glossary of Phrases to Explain a Chart .

~Step.1.. INTRODUCE: Phrases to Introduce the chart

Indirect Question

STVNSIA ININIV1dX4

This pie graph shows which automobile is faster.

J photograph describes where my house is.
flow chart explains why product Z is better.
bullet chart who the managers are.
map what the functions are.
illustration what this piece does.
diagram when production begins.
line graph how to eat sushi.

»Step.2. EXPLAIN: Phrases to Explain the chart
Adjective-Noun.
The dotted line shows autumn sales.
« solid line describes population by country.
horizontal axis represents printer speed.
vertical axis stands for car sales in the U.S.
upper box numbers of models produced.
lower box people who traveled abroad.
speed in miles per hour.

| Plural Noun _____ ChartFeature

dots show spring sales.
lines describe population by country.
boxes represent printer speed.
colors stand for sales of products.
figures different cities.
triangles new buildings.

the new features.

3.. EMPHASIZE: Phrases to Emphasize key points of the chart

The key point is (that) |  December’s sales are the highest, due

The point I want you to remember is (that) to Christmas shopping.
Please note (that) all these new features increase the

train’s speed.
too much salt causes health problems.
air conditioner sales and beer sales
increased.
the number of accidents is falling.
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Speech Preparation

Assignment: Now, prepare the explanation for your country comparison speech.

K% | PREPARE: E

Use LE.E. (Introduce, Explain and Emphasize)
to explain your data charts.

“This chart compares
the birthrates of Freedonia
and Utopia.”

Population by Age

Freedonia Utopia

“The right pie graph
is Utopia and the left
one is Freedonia.”

“The key point is . ..”

BEH ’/ PRACTICE: i

' e \Make sure to point at your charts.

EZE] ' PERFORM:

Speakers, use your visuals to explain. Listeners, complete the evaluation
. form on page 103. Fill in the form as in the example below. )

Mf)'or Fopulation Centere

Used LE.E.? [ 7]yes [ INo

-
M\’“\/\.—J
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The Story Message

What Is the Story Message?

The Story Message is the way you put your information together into a standard presentation

structure.

1 INTRODUCTION
® Greeting
* What
* Why
* Overview
Main Point 1
Main Point 2
Main Point 3

TRANSITION

2 BODY
* Main Point 1
Numbers/Examples

TRANSITION

* Main Point 2
Numbers/Examples

TRANSITION

® Main Point 3
Numbers/Examples

TRANSITION

3 CONCLUSION
® Main Point 1
Focus Point

e Main Point 2
Focus Point

e Main Point 3
Focus Point

Why Is the Story Message Important?

Rubber finger orip |

e

Conclusion
1. Compared: features and benefits
“Finger grip and pocket clip
2. Demonstrated: special application
G Uranbesd i work

3. Compared: cost/performance
2 pens in 1

® The Introduction:

This is where you get your
audience’s attention and preview
your story.

©® The Body:
This is where transitions connect
your visuals into a story.

® The Conclusion:

This is where you tell your
audience what to remember
from your story.

People enjoy stories. People remember stories. A good Story Message makes your presentation

interesting, easy to understand, and memorable.

The Story Message



How to Use Presentation Structure

Giving a speech is like giving a tour. Look at the following example of Safari Bob giving
a tour of the zoo.

1 INTRODUCTION
* Greeting
* What

h 4

* Why
* Overview

Main Point 1
Main Point 2
Main Point 3

TRANSITION

2 BODY

¢ Main Point 1

h 4

* Catches the tour participants’ attention.

* Tells the participants what the tour is about.

¢ Tells the participants why the tour is
interesting/important.

* Tells the participants where they are going.

* Announces that the tour is starting.

h 4

Numbers/Examples

TRANSITION

¢ Main Point 2

TRANSITION

Numbers/Examples

* Main Point 3

TRANSITION

3 CONCLUSION
* Main Point 1
Focus Point

® Main Point 2
Focus Point

* Main Point 3
Focus Point

Speaking of Speech New Edition

Numbers/Examples

v

¢ Explains the first point.

* Tells the participants that the tour is moving
on to the second point.

* Explains the second point.

e Tell the participants that the tour is moving
on to the third point.

* Explains the third point.

¢ Summarizes the trip and tells them what to
remember.




Good morning!
My name is Safari Bob, your
tour guide. Today, I have an important
message for you. Important because we
Your Tour Guide are going to look at some endangered

animals of Asia. These animals may
soon disappear without
your help.

Endangered Animals of Asia

— Safari Bob —

J9VSS3IIN A4OLS FHL

: Now,
Endangered Animals of: 4 as for today’s tour.
4 9 First, we will take a look
1. Japan b 5 at the endangered animals of
Japan. Second, we will look at the
2. China : ] endangered animals of China,
il and, finally, the endangered
animals of Indonesia and
Malaysia.

3. Indonesia and Malaysia

Here are
Endangered Animals of Japan the endangered animals of Japan.

: First, the red-crowned crane, sometimes
called the Japanese crane . . .

We have seen
the endangered animals of Japan.
Next, please follow me to the
endangered animals of China.

Here you see
: the endangered animals of China.

« - { Let’s begin by taking a look at the Giant
. Panda. ..

Endangered Animals of China

»

Up to now,
we have looked at the endangered
animals of both Japan and China. Now, let’s
move on to the endangered animals of
Indonesia and Malaysia.

Endangered Animals of ~ < Here are
& Indonesia and Malaysia : - the endangered animals of
O f{ /- Indonesia and Malaysia. Let’s begin
g / ' by looking at the largest and most

£

famous, the orangutan . . .
¥

In conclusion,
Conclusion: today we saw three
: groups of animals. First, endangered
1. Japanese crane animals of Japan. Second, endangered

animals of China, and third, endangered
animals of Indonesia and Malaysia.
3. Orangutan N Thank you for your attention. Do
' you have any questions?

2. Panda

These animals need protection!
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Practice: Using Presentation Structure

So far, we have learned that the
structure of a speech is similar to the
structure of a tour. We have also seen that
the job of a speaker is to guide the audience
through the speech. We have learned that
a speech has an introduction, a body, and a
conclusion.

Now, we will apply all this to making a
speech about our favorite restaurant. But,
first, let’s organize a speech given by the
famous pop star, Jennifer Spears, about her
favorite restaurant, The Hardly Rock Café.
Read and organize the strips in the correct
order. The first one is done for you.

In conclusion, today, I told you two points about the Hardly Rock Café. First, I
told you how to get there. Remember to take the “A” train. Second, I told you
about the dining experience. Remember to look for my picture, Jennifer
Spears, on the wall. Thank you for your attention!

The Hardly Rock Café is easy to get to. Take the “A” train and get off at Penny
Lane. Go straight down Highway Star. The Hardly Rock Café is located next to
The House of The Rising Sun.

First, I'll tell you how to get there, and second I'll tell you about the dining

experience.

—
Now you know where the Hardly Rock Café is. Next, Ill tell you about the
dining experience.

—
Good afternoon! My name is Jennifer Spears. For your next date you should

1 visit the Hardly Rock Café! It is a marvelous place to have a meal with a special

friend.

—

The food is delicious. I recommend Way Low-Calorie Fruit Salad followed

by the Spice Boys Spicy Barbecue Chicken. For dessert, try the Blueberry Hill
Cheesecake. While you eat, you can check out all the autographed pictures on
the wall. And don't forget to buy one of the unique Hardly Rock Café T-shirts!

m Listen to the CD and check your answers.
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Build Your Own Favorite Restaurant Speech

B Y How many people can you convince to visit your favorite restaurant? Use the

format below to prepare a speech about your favorite restaurant.

2

Introduction

Body

& Conclusion ) &

-
KResmumnt Recommendatio%
Hello! My name is and you should visit my
favorite restaurant,
It is a great place for a meal. ¢ — Why it’s important
First, I'm going to tell you about where it is, and second, I'm going to tell you ¢ & Overview
about the menu.
/F-“‘\\--\\/-/_“\\___ ,/“'/\/_/-»f\//*\\_ gl
My favorite restaurant, , is located ¢ First Point
in
It is near o
You can get there by
Now you know where is. Next, I'll tell you what 4————— Transition
the menu is like.
| On the drinks menu there is 4—+— Second Point
| , and
I recommend . For your main dish you can order
, , or
My favorite is
For dessert, you should try
e al _aiile . o aa e
Today, I told you two points about my favorite restaurant . 4—F— Summary
First, where it is. Remember S Reminder
Second, . Remember : 4//
I hope you will visit the soon!

m Present your speech in small groups or to the class.

pILg R After hearing all the speeches, choose the restaurant you would most like to visit.

I would like to visit the restaurant , recommended
restaurant name
by

presenter’s name

49VSS3N AHOLS FHL
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The Introduction

What Is the Introduction?

The introduction prepares the audience for your presentation. It tells them what your
presentation is about, why it is important, and finally, what to listen for in your speech.

Greeting:
Gets the audience’s attention

1 INTRODUCTION
* Greeting
e What ¢—
* Why
* Overview

Main Point 1
Main Point 2
Main Point 3

TRANSITION

What:
Tells the audience what your topic is

Why:
Tells the audience why your
information is important to them

Overview:
Tells the audience what points to
listen for

~~| BODY
e Main Point 1
Numbers/Examples

TRANSITION

* Main Point 2
Numbers/Examples

TRANSITION

* Main Point 3
Numbers/Examples

TRANSITION

3 | CONCLUSION
* Main Point 1
Focus Point

¢ Main Point 2
Focus Point

* Main Point 3
Focus Point

Why Is the Introduction Important?

The introduction is perhaps the most important moment in your presentation. If you get the
audience’s interest, you have a good chance for success. If you fail to get their interest, they
might not listen closely enough to catch your message.
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How to Make Introductory Phrases

Glossary of Introductory Phrases 1

The introduction tells the audience what they are about to hear. Because the actual
information comes later, in the body of the speech, you usually use the future tense (will,
be going to). You tell the audience the topic you will talk about, the reason they will want to
listen, and the order of the information you will present. Look at these four introductions.

ap, @ B R
\{/ ’ \-\2 5 \\‘3,/ } \{j
2> I'm going to talk about... : I'dlike to tell you about... : Iwant to describe... : I'will explain to you...
| y - : N S = ‘
: ¥ HOW TO
. DOGS : | MY HOMETOWN E . MAKEFRIED |
= | : CHICKEN ‘
|
= |
Lt : SR i
o.:.- 2 . L ..E.-
A This information will help :  After this speech you will : This (topic) will be impor- : You will need to know this
you... . beableto... . tant to you because... . if/because...
i 3 m FoT 1Y : ’ "\. ‘ ‘l,/" s R T \ . f,/' ;
: | . 2 |
FIX : E THE 2024 1 YOUHAVETOCOOK |
> : : : [ i
2 e : CAREFOR [liyipie ;| DINNERTONIGHT
CAR i1 YOURDOG : MIGHTBE
: : HELD HERE
: ;| : ) £ -
E ‘.\ \ R o e /_/“ : ’.//
A § § : H
~ i : o : 30 :
> "'I'm going to talk about 1 : T ; '+ TFiltell you about three 1 ¢ T'I'have three points that |
" three points. ;o i Vll cover three things. | | Main areas. - I will describe... '
First, VIl tell you about... : To begin with, I'l talk about....: First of all, Il tell you : To start with, I'll...
e D 5 i . '
i LITTLE : F
| : DOGS : = |
! : - ‘
b E : | cuTTHE cHICKEN
3| second, Il tell you about.... After that...
2 . - -\'\‘
¢| | ENGINES Q f BREAD THE CHICKEN |
> . |
Third, I'll tell you about... : : At the end, I'll tell you how to...
- R - . [ B
& | SPEED \] 2 : | COOKTHECHICKEN |
f [ = ] :
g B :
H | |

NOILINAOYLNI FHL
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How to Recognize Introductory Phrases

Listen to the CD and fill in the blanks.

Good afternoon, I'm Dr. Gourd. Ladies and gentlemen, our planet is in trouble.

Today, P 2 3) talk about global

warming. ¥ is this important for you to know about today?

5 knowing about global warming will help you save the planet. I'm going

to cover 7) . First, I'm going to talk about the causes of

global warming. ® , I'll look at the impact of climate change. Finally, I'll

outline what we can do to stop ? 10)

@ Listen again, and this time circle the GreeriNG, double-underline the waar, put the

AUDIO [why] in brackets, and underline the whole ovErviEw.
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Practice: Introduction

NOILINAOdLNI 4H1

M Bl Put the sentences in the correct order. Write the numbers (1-7) on the left. Then
circle the GReETING, double-underline the wrar, put the [why] in brackets, and
underline the whole overview. The first one is done for you.

Then, I'm going to tell you about the wet and wild water sports we have
planned for you.

Welcome aboard!

To begin with, I'll tell you about the wonderful duty-free shopping available.

This will help you plan how to spend your five days aboard the Caribbean
Queen.

It’s nice to meet all of you. I'm so glad you have chosen Caribbean Adventure
Cruises for your summer vacation.

Lastly, I'll tell you about the treatments available in our beautiful new spa.

I would like to tell you about all the exciting activities for you to do on board.

@ Listen to the CD and check your answers.
AUDIO
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INTRODUCTION
* Greeting
* What
* Why
® Overview

Main Point 1
Main Point 2
Main Point 3

TRANSITION

Introduction

Storyboard
|| [Overview|
The pen is mightier { |+ Compares featres and beness
than the sword 2 Demonstrate: special application

| 3. Compare: cost/performance
|
|

1 2 3

n Speaking of Speech New Edition

SPEECH TYPE:

In Episode 6 of the Speaking of Speech
DVD, three speakers present the
introductions to their persuasive
presentations. A persuasive speech
presents information to help the
audience make a decision. If, at the end
of your persuasive speech, the audience
agrees with you and is ready and willing
to take action, your speech has been a
success.

SPEECH SKILL:

In the introduction of your persuasive
presentation, you will present the
Greeting, the What, the Why, and the
Overview.

SPEECH PREPARATION:

For this presentation, you will prepare
three visuals: a title chart to show the
“What,” a background chart to explain
the “Why,” and an overview chart to
preview your main points.



Model: Introduction

FIRST VIEWING:

Watch all three introductions in Episode 6
of the DVD. Close your textbook and enjoy
The |ntr0duct|0n the speeches. After viewing, answer these

questions.
1. What was the topic of the first speech?
2. What was the topic of the second speech?

3. What was the topic of the third speech?

SECOND VIEWING:

Watch again and fill in the “What,” “Why,”
and “Overview” of each introduction in the
table below.

Speaker’s Name:

The Story Message



Speech Preparation

Assignment: Choose a product to compare to one or two competing products and show why
your choice is better. For example, you could compare two different brands
of cameras, or three similar cars made by different companies, or perhaps two
electric guitars from different manufacturers. Prepare only the introduction of
your product presentation. (In later units you will prepare the body and the

conclusion.)

PLAN:

your introduction.

Use a storyboard like this to plan the “What,” “Why,” and “Overview” of

-

4

5

\

4

IEZ¥] | PREPARE:

Make your charts. You can prepare a computer presentation, make charts
on a computer and print them out, or make a poster.

The pen is mightier

]
.‘
|
than the sword ‘

[Overview!
1. Compere: features and benefits
2 Demonstrate: special application
3 Compare: costUperformance

\

>

PRACTICE:

Practice your introduction. Remember to practice posture, eye contact,
gestures, and voice inflection!

\

PERFORM:

Speakers, use your visuals to explain. Listeners, fill in the evaluation

form on page 104.

_4
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The Body

What Is the Body?

In the introduction, you gave the audience your main points from the overview. In the body,
you take each main point and explain it in detail, using evidence. What is evidence? Evidence
can be numbers or examples that prove or support your main points.

1 INTRODUCTION
* Greeting
* What
* Why
* Overview

Main Point 1
Main Point 2
Main Point 3

TRANSITION

2 BODY .
* Main Point 1
- Numbers/Examples

TRANSITION

Main Points:
Repeated from the overview

Evidence:
Numbers and examples to support and

e Main Point 2 : explain the main points
Numbers/Examples
TRANSITION Transitions: . _
a Connect the main points
* Main Point 3
Numbers/Examples
TRANSITION

3 CONCLUSION
* Main Point 1
Focus Point

* Main Point 2
Focus Point

* Main Point 3
Focus Point

Why Is the Body Important?

The body is the main course of your presentation. Even if you have an interesting appetizer,
the introduction, and a tasty dessert, the conclusion, your presentation will fail unless the
body is carefully prepared. Prepare the right evidence for the right audience, and prepare clear

transitions between your points.
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Why Is Evidence in the Body Important?

We use numbers and examples to make our evidence specific. When we don’t use numbers
or examples, our evidence is unclear or vague. To be specific, we use either numbers or
examples to tell the audience how much, how many, how valuable, how good, how bad,
how much better than, how much worse than, etc.

@ Listen to the CD and check ( v ) whether the evidence is vague or specific.
AUDIO

Statement 1. (d Vague [ Specific
Statement 2. (J vague [ Specific
Statement 3. d vague [ Specific

Statement 4. (1 vague [ Specific
Statement 5. [ Vague [ Specific
Statement 6. U vague [ Specific

Statement 7. J Vague [ Specific
Statement 8. (J vague [ Specific
Statement 9. 1 vague [ Specific

Statement 10. (] Vague (U Specific
Statement 11. [ Vague [ Specific
Statement 12. ] Vague [ Specific

Speaking of Speech New Edition




How to Use Evidence in the Body

Numbers are usually used as evidence when we are talking about prices, percentages,
statistics, sizes, distances, lengths of time, or other things that are easily measured. Examples
are usually used as evidence when we are talking about quality, comfort, beauty or other
things that are difficult to measure.

A00d dH1

@ Listen to the CD and check whether the speaker uses a number or an example as
aupio  €vidence.

12 |
1.

Number D
Example D

“The price of this\/’

sewing machineis_/_,”/

o ~
/" “You can believe our quality | Number
//thgh because . . .” | | Example

= R
Number [ | /““prices are higlN\
Example | | \_in the city . ”/\:_\_\Qk

gl B

“It is easy to get lost in my\ || Number
~— _neighborhood . . .” / ] Example

5. pr—

Number | | ““That rookie has had
Example | | \ agreatyear...”

e
/~ “Research shows that || Number
\ cigarette smokers are . . .” D Example
= o

R —
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Practice: Using Evidence in the Body

Now try giving numbers and examples as evidence yourself. Write three pieces of evidence for
the following statements. Use either numbers or examples. (If you don’t know real numbers or
examples, it is OK to guess.)

My hometown is beautiful.
1.

My university is a great school.
1.

Speaking of Speech New Edition




Practice: Using Evidence in the Body—Pairwork

AQ0d dHL

(Student B: Please turn to the next page.)

QIQ The Great Pyramid of Egypt

VOO

The Great Pyramid of Egypt

Construction began: around 2,540 B.C. by
Pharaoh Khufu.

Number of laborers: 100,000
Construction period: over 20 years to build
Construction materials: average stone
weighed 2.5 tons; largest stones weighed up
to 30 tons

Height: 147 meters; tallest structure on Earth
for many centuries until the 14th century
Base: 230 meters wide

bR Y Prepare: Look at the web page above. Write two pieces of evidence to support each
statement about the Great Pyramid of Egypt.

Statement: The Great Pyramid of Egypt is very large.
Evidence:

Evidence:

Statement: The Great Pyramid of Egypt is very old.
Evidence:

Evidence:

Statement: The Great Pyramid of Egypt was very difficult to construct.
Evidence:

Evidence:

IS4 Present: Give a short speech on the Great Pyramid to your partner. Use the
statements and the supporting evidence. When you have finished, ask your partner
three questions about your speech.

MG RY Listen: Listen as your partner makes a short speech on the Great Wall of China.
Make notes and be ready to answer three questions.

The Story Message



Practice: Using Evidence in the Body—Pairwork

The Great Wall of China

CO®0

. The Great Wall of China

Started by: Qin Shi Huang of the Qin
Dynasty, the first emperor of China
Construction: started about 230 B.C.

" Number of laborers: more than 300,000

. Construction period: more than 10 centuries
Length: 6,352 kilometers, travels through 8

. provinces

- Places to see: the main gate at Nankou near
Beijing. A center of trade and commerce for

' centuries. The North Pass, known as
“Badaling.” This section defended Beijing.

pig B Prepare: Look at the web page above. Write two pieces of evidence to support each
statement about the Great Wall of China.

Statement: The Great Wall of China is very long.
Evidence:

Evidence:

Statement: The Great Wall of China is very old.
Evidence:

Evidence:

Statement: There are many interesting places to visit along the Great Wall
of China.

Evidence:

Evidence:

pgo ¢4 Listen: Listen as your partner makes a short speech on the Great Pyramid of Egypt.
Make notes and be ready to answer three questions.

Mg UEd Present: Next, give a short speech on the Great Wall of China to your partner. Use
the statements and the supporting evidence. When you have finished, ask your
partner three questions about your speech.

Mng of Speech New Edition




What Are Transitions and Sequencers?

In this tour around the islands, the tour guide uses word bridges called transitions and
sequencers. Transitions are the large bridges, e.g. After we have talked about . . . , etc.
Sequencers are small bridges, e.g. first, next, after. These words connect information within
each main point of your speech.

A004 FHL

Listen to the CD and trace the route of the tour with your finger. By listening to the

auple  transitions and sequencers, you should know exactly where you are at all times.
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Why Are Transitions and Sequencers Important?

M B Listen to the story told without transitions or sequencers; then try to answer the
questions below. Mark your answers with a circle.

AUDIO

— 1. Where is the taxi in picture 2 going? 2. Where is the restaurant in picture 3?
a. To the hotel a. In the hotel
b. To the beach b. At the beach
c. To the airport c. In the airport
d. I don’t know. d. I don’t know.
3. Who is the girl in picture 5? 4. When did the man get the present?
a. The man’s daughter a. The next week
b. The mayor’s daughter b. After lunch
c. The man’s wife c. The next morning
d. I don’t know. d. Tdon’t know.

9 RIS 4 Listen to the story again. This time the story includes transitions and sequencers.
Try to answer the questions again. This time mark your answers with a triangle.

AUDIO
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How to Use Transitions

Here are two simple patterns for building transitions. The first pattern, numbers 1
through 4, is Past/ Future. The second pattern, numbers 5 through 8, is Statement/
Rhetorical Question. Practice these with a partner.

Glossary of Transitions

2. Past

1. Past

Future

Future

“I've shown you
my hometown.”

“Next, I'm going to
tell you about buying
a ticket to get there.”

Future

“Now, let’s look at
the causes of acid
rain.”

“We have seen
the problem of
acid rain.”

5. Statement Rhetorical Question

“1 have talked “Next, | will talk

about sales about profits.”
results.”
4. Past Future

“I will describe
the solid-state
construction next.”

“l have finished
explaining the
microwave element.” 4

6. Statement

“Now, how can
you buy a ticket to
get there?”

“I've shown you
my hometown.”

Rhetorical Question

“Next, what
causes acid rain?”

“We have seen
the problem of
acid rain.”

“But how about
profits?”

“l have talked
about sales
results.”

8. Statement Rhetorical Question

“l have finished “Now, why is

explaining the solid-state
the microwave construction
element.” important?”

The Story Message
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Practice: Using Transitions ' 1

Use the pictures to help you
complete these examples. The first
one is done for you.

“Next, I'll talk about _how
1o 5{#‘ there

“I have talked about M
hometonwn o

turning it off.”

“

increase in attendance.”

Here are some possible p
answers. Your answer may
AUDIO  iffer but still be correct. the changes in the U.S.”

compare with Japan?”
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How to Recognize Transitions and Sequencers

Listen to the demonstration speech about how to make a BLT (bacon, lettuce, and

tomato) sandwich. Write sequencers (e.g. first, then, next, after that, now) between

the actions in the picures below. Write transitions in the large boxes.

A008 JH1

[ Today, Il tell you how to make a BLT candwich.

1 2 3
fry two pieces of hacon at toast two spread butter and mayonnaise
medium heat pieces of é on the toast
bread

First Y ‘4

4 ]

slice a tomato cut the lettuce

[ l

6 7 8 9
put the bacon on the put on the lettuce and cover with the other serve with potato
toast tomato slices piece of toast chips

L |

 Eney B
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Practice: Using Transitions and Sequencers—Pairwork

NSVl Write sequencers between the actions in the pictures below.

Speaker’s Page

Look at this page and page 81. (Student B: Please turn to pages 82 and 83.)

M P Write transitions in the long boxes. (Use page 77 to help you with the transitions.)

Read your recipe to your partner.
m Listen to your partner and complete page 81.

[ T?mlav, l'll tell you  how to make an omelette.

Firet

[

1 2 3 4
O beat the eggs
O well
crack 4 eggs dash of salt and
into a large bowl pepper to the eggs
(Transition from preparing the eggs to preparing the filling.)
5 6 7 8
chop 1/2 onion slice 3 mushrooms grate 400 grams of dice 200 grams of
into small pieces smoked ham

..

E

(Transition from preparing the filling to mixing and cooking.)

[

9

add the ham, onion,
mushrooms and

10

pour the mixture into
a frying

cheese to "

the eggs 4 0,
098 4,107 h

) 69

pan

11

cover and cook for
10 minutes over

medium heat

12

fold the omelette in
half with a spatula

[ Finally, serve warm with foast and coffee.

m Speaking of Speech New Edition



Listen to your partner’s recipe. Write the transitions that your partner reads in the long

Listener’s Page

boxes and write the sequencers in the boxes between the actions.

(

1

dice 1/2 of an onion

First

2

slice 4 mushrooms

&

3

cut 1/2 green pepper
into small -

pieces

&Y
e,
ez

fry 1 pound

of hamburger

(Transition from preparing the ingredients for the meat sauce to cooking the meat sauce.)

[

5

pour 1 can of tomato
sauce into a medium

pan

6

add the meat and
vegetables

i

UG e

7

add salt and pepper

to taste @ @
SR

cook over low

(Transition from cooking the meat sauce to boiling the spaghetti.)

heat for 20 minutes

[

g

boil 2 liters of water

10

add 1
teaspoon of salt

put 1/2 package
of spaghetti

into the
&L S water

12

cook for 10 minutes

04

[ And finally, serve the meat savce over the Qpag_heﬁi.

-y
-
m
o
o
()
<
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Practice: Using Transitions and Sequencers—Pairwork

b I Write sequencers between the actions in the pictures below.

i
‘ I Look at this page and page 83.

Speaker’s Page

MO P Write transitions in the long boxes. (Use page 77 to help you with the transitions.)
Mg Y Listen to your partner and complete page 83.
Read your recipe on this page to your partner.

[

T'éa!au, I'm 503&15_ to tell You how to make a dmpla ;Pag.h&‘f’ﬁ digh.

1

2

3

First

dice 1/2 of an onion

Q52 s

&
@Gg%

slice 4 mushrooms

&

cut 1/2 green pepper
into small _
pieces \?

© (AL

Qﬁi

;@
=
Qégg

fry 1 pound

of hamburger

(Transition from preparing the ingredients for the meat sauce to cooking the meat sauce.)

[

5

6

7

pour 1 can of tomato
sauce into a medium

p an (72 "’A

add the meat and
vegetables

0’
Qo

add salt and pepper

to taste @ @
SR

cook over low

heat for 20 minutes

[

9

boil 2 liters of water

489 ¢

add 1
teaspoon of salt

put 1/2 package
of spaghetti
into the
water

12

cook for 10 minutes

[

And finally, serve the meat cavce over the Spaghertti.
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Listen to your partner’s recipe. Write the transitions that your partner reads in the long
boxes and write the sequencers in the boxes between the actions.

Listener’s Page

First

1 2 3 4
OO beat the eggs
Ors “ @ well
add a —
crack 4 eggs dash of salt and
into a large bowl pepper to the eggs
(Transition from preparing the eggs to preparing the filling.)
<] 6 7 8
chop 1/2 onion slice 3 mushrooms grate 400 grams of dice 200 grams of
into small pieces smoked ham

*_ .

e

(Transition from preparing the filling to mixing and cooking.)

E

9

add the ham, onion,
mushrooms and

cheese to v
the eqgsg 0y

9 @@3 B

@ —=£9

10

pour the mixture into
a frying

pan

11

cover and cook for
10 minutes over

medium heat

12

fold the omelette in
half with a spatula

[ Finally, serve warm with toast and coffee.

H1

w
O
=
<
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Rubber finger grip

Pocket clip

2 U BODY

* Main Point 1

Numbers/Examples

TRANSITION

* Main Point 2

Numbers/Examples

TRANSITION

* Main Point 3

Numbers/Examples

TRANSITION

Storyboard

/; a
Klick | Gick:

Rubbes finget gilp| Yes! | 1%
Pocketclp | Yes! | Mo

| Glick Pocket Clip |

i

| Glick Pocket Clip |

7
v

1

2

3

_ Klick Pocket Clip |

S

|2.Special Application
: -

[3. Cost/Performance |

Speaking of Speech New Edition

SPEECH TYPE:

In Episode 7 of the Speaking of Speech
DVD, Justin presents the body of his
persuasive presentation. One of the best
ways to win agreement and action from
your audience is to make comparisons.
For example, Justin compares his
two-color pen to a single-color pen to
highlight the advantages of his product.

SPEECH SKILL:

In the body of your persuasive
presentation, you will present the main
points with evidence, and use transitions
to tie your presentation together.

SPEECH PREPARATION:

For this presentation, you will prepare
at least one visual to explain each main
point in the body of your persuasive
presentation.



Model: Body

FIRST VIEWING:

Watch Episode 7 of the DVD. Close your
textbooks and enjoy the speech! After
The BOdy viewing, answer these questions:

1. What product is he presenting?

2. How many points are in the body of his
presentation?

SECOND VIEWING:

Watch again and fill out the evaluation
form below. Write the contents of the slides
in the boxes, and write the transition under
the slide. The first one is done for you.

Speaker’s Name:

Pr oduct:
Transition-

Transition.

th
feature "H‘”m\”d

W Transitjon:
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Assignment: Prepare the body of your product presentation. (In the next unit you will prepare

Speech Preparation

the conclusion.)

ST (PLAN:

\

Use a storyboard like this to plan the charts for the body of your
presentation. Write your transition under each chart.

/. Fealures and Benefits|

Glick Pockel Clip

Glick Pocke! Clip

2

Klick Pockel Clip

2. Spectal Application

3. Cost/Performance

_4

( PREPARE:

-

Make your charts. You can prepare a computer presentation, make charts
on a computer and print them out, or make a poster.

(1. Features and Banefits|

Glick Pocket Clip_|

| Glick Pocket Ciip |

| Kiick Pocket Clip |

/@

4

\

ETE ( PRACTICE:

Practice the body. Think about how to Introduce, Explain, Emphasize
each chart, and how to Transition from chart to chart.

PERFORM:

Speakers, present the body of your product presentation. Listeners, fill in

the evaluation form on page 105.

m Speaking of Speech New Edition



The Conclusion

What Is the Conclusion?

NOISNTINOJ FHL

The conclusion is your final message to the audience. It both summarizes the presentation
and emphasizes what you want the audience to remember. The conclusion summarizes the
presentation by repeating the main points from the overview in the introduction. The
conclusion emphasizes by repeating some key numbers or examples from each point in the
body of your speech.

1 INTRODUCTION
¢ Greeting
* What
s Why
* Overview

Main Point 1
Main Point 2
Main Point 3

TRANSITION

~~| BODY
* Main Point 1
Numbers/Examples

TRANSITION

* Main Point 2
Numbers/Examples

TRANSITION

* Main Point 3
Numbers/Examples

TRANSITION

Main Points:
Repeated from the overview in the
introduction

CONCLUSION
* Main Point 1
Focus Point

Focus Points:
Taken from the body of your speech

* Main Point 2
Focus Point

* Main Point 3
Focus Point

Why Is the Conclusion Important?

The conclusion is your last chance to tell your audience what you want them to remember. It
also prepares the audience for the question and answer session.
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How to Make a Conclusion

® Remember that in the introduction, verbs are in the future tense (will, be going to, etc.)
because you are going to speak about the main points to follow in the body.

® Then, in the body, verbs are in the present tense (are, is, does, takes, makes, etc.).

® Now, in the conclusion, verbs in the past tense are used because you are summarizing
what you spoke about in the body.

Glossary of Conclusion Phrases

In the Overview you said:

In the Conclusion,

you should say:

| talked about
three points.

powerful the engine is.

Third, | told you about the
speed of this combination.

Add numbers and examples
from the Body

L

First, | told you about the tires. => Please remember the tires last twice as long.
Second, | told you about how => Don't forget it has 2000 cc.

I hope you remember that with these tires
and this engine, you can reach a speed of
200 km per hour,

I had three points
that | described.

Then, | described . . .

Lastly, | spoke about . . .

First of all, | talked about . . .

i

Please remember it's the northernmost city.
Please remember you can get there by
plane, train, or automobile.

Please remember that the mountains are the
most beautiful in the fall.

Z

<

<]

S

o

, >

I'm going to talk Q

about three points. S

Q

o

First, I'll tell you about the Q

tires. Second, I'll tell you how =

powerful the engine is.Third, Il | =

tell you about the speed of this 3
combination.

* WHERE IS IT Z

+ HOW TO GET <

THERE S

* ABOUT THE oy

SIGHTS )

a

. Q

I have three points >

that | will describe. Q

3

First of all, | will talk about . . . Q

Then, I'm going to describe . . . 3

S

Lastly, I'll tell you about . . . b

Z

<

3

oy

0

a

I will cover four g

points. o

3

To beginwith ... @ 3

Next, Ill tell you about . . . S

After that, I'll speak about . . . )

Finally, I will talk about . . . «

| covered four
points.

| began with . . .

Next, | told you about . . .
After that, | spoke about . . .
Finally, | talked about . . .

\ERR

Don’t forget . . .

Please remember . . .

| hope you’ll remember . . .
Remember . . .
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Practice: Conclusion Pairwork

StUdent A | (Student B: Please turn to the next page.)

m Use the information from the outline
to complete the focus points on the
e-phone conclusion slide below.

1. Three products in one

. Mvvavic connected!

2. Easy interface

3. Amazing applications

4. Long battery life

m Use your e-phone conclusion slide to
present the conclusion to your partner.

m Listen to your partner and complete
the e-guitar conclusion slide.

1. Easy to play

2. Flexible sound

3. Sty_l_e. -

' Overview:

‘3. Amazing Applications

‘J4. Long Battery Life

-
- =
2
o
o
L
F
0
o
—

1. Three products in one

2. Easy interface

3. Amazing applications

4. Long battery life
1. Three Products in One

* Phone

* Internet browser

* e-Pod

Remember: “Always connected!”
—J2. Easy Interface

» Touchscreen typing

* Large, 4-inch screen

* Rightway Technology
automatically adjusts view of
screen

Remember: Touchscreen typing

+ Has 30 applications including
weather and maps

* Over 2,000 free downloadable
games

Remember: 2,000 free games

* 100 hours between charges
« 3-year guarantee
Remember: 100 hours per charge
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Practice: Conclusion Pairwork

Student B |

pfs Ml Use the information from the outline
to complete the focus points on the
e-guitar conclusion slide below.

1. Easy to play

2. Flexible sound

3. S_t_yle_

‘ 100% ’ ;é‘!’u;faohon gvaranteed|

m Now, listen to your partner and
complete the e-phone conclusion.

1. Three products in one

2. Easy interface

3. Amazing applications

4. Long battery life

m Use your e-guitar conclusion slide to
present your e-guitar conclusion to
your partner.

m Speaking of Speech New Edition

1.

22,

4.

J Overview

1. Easy to play

2. Flexible sound
3. Style

4. Guarantee
Easy to Play

+ Automatic tuning

* Long, wide neck
« Light body
Remember: Always in tune!

Flexible Sound

* Built in synthesizer

+ Master volume control
* 6-tone settings

Remember: From mellow acoustic
to heavy metal thunder!

. Style

* Available in 4 different body
shapes

* Available in 10 different colors

Remember: Your choice of shape
and color!

Guarantee
* No risk, money back guarantee
» 2-week free trial period

Remember: 100% satisfaction
guaranteed!




Practice: Conclusion

M Y Below is a demonstration speech with some steps missing. Write the letter of théar
picture from the next page in the space provided below. ]

Hello! I'm Mr. Nicewrench.
Today, I'm going to teach
you how to change a tire.
If you learn this, you won't
. have to call a garage

@ every time you have a flat
tire.

2]

»

»

3

The second step is

to block the other
three tires with

a piece of wood,
a rock, or a brick,
to keep the car
from rolling.

ﬂ The third and most important point
" _in getting your
car ready is to set
the jack. You must
place the jack
under the frame of
the car, not under
the body or the
fender.

on the bolts. Put on
the lug nuts and
tighten them with
your fingers.

First, set the new tire

?

Last of all,
don't forget
to replace the
hubcap. Tap it
backin place
* with a rubber
hammer or
your fist.

@ M4 Now, listen and check your answers.

AUDIO

NOISNTINGI FHL
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Last, to get First, I'll show you Next, use the lug
your car how to get the car wrench to tighten
ready, move ready. Second, I'm the lug nuts

the jack going to tell you firmly. Turn the
handle up how to take the flat nuts clockwise to
and down to tire off. Last, I'll tell tighten.

lift the car. you how to put on

the spare tire.

We have

removed the
cHflattire. Now,
how do we
put on the
spare tire?

- Start by
using a
flat-blade

- screwdriver
to remove
the hubcap.

I have finished

) explaining how to
get your car ready to
change the flat tire.
Next, | will describe
how to remove the
flat tire.

The first step
in getting

Finally, as you _|J Let's look at how to
?) remove the lug P4 getthe car ready to
nuts, place them in change the tire.
the hubcap so they
won't get lost. You
can now pull off the
: flattire.

After that, use
va lug wrench
to loosen

the lug nuts.
Remember to
turn the wrench
counter-
clockwise.

M9 BN [n the previous speech about how to change a tire, there was no conclusion. In
your group, write a conclusion by summarizing the main points from the overview
and the phrases stating what to remember for each point.

¢ First main point:

BOCUS POINt: e
* Second main POt e
Focus point:

¢ Third main point:

Focus point:

%
@ m Now listen to a sample conclusion.

AUDIO
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ated: special application

teed to work
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il colors?
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launch?

g
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3 CONCLUSION

* Main Point 1
Focus Point

* Main Point 2
Focus Point

e Main Point 3
Focus Point

Conclusion

1. Compared: features and benefits

*Finger grip and pocket clip

2. Demonstrated: special application
*Guaranteed to work

3. Compared: cost/performance

*2 pens in 1

SPEECH TYPE:

In Episode 8 of the Speaking of Speech
DVD, three speakers conclude their
persuasive presentations. Fach conclusion
brings together the main points from

the body and the focus points from the
conclusion. This provides a very simple,
clear summary, easily remembered by the
audience.

SPEECH SKILL:

In the conclusion of your persuasive
presentation, you will repeat the main
points from the overview of your
presentation and add focus points from
the body of your presentation.

SPEECH PREPARATION:

For this presentation, you will prepare a
summary chart similar to the ones used
by the three speakers in Episode 8 of the
DVD.

The Story Message




Model: Conclusion

FIRST VIEWING:

Watch Episode 8 of the DVD. Close your
textbooks and enjoy the speech! After
viewing, answer these questions:

The Conclusion

1. What products did the speakers
present?

2. Did the speakers follow the same
pattern for their conclusions?

SECOND VIEWING:

Watch again and complete the evaluation
form below. Fill in the speaker’s name, the
product, the main points, and the focus
points.

PrOduct:
\

Speaker’s name:

Product:

Speaker’s name-

Prodyct:

\

Speaking of Speech New Edition




Speech Preparation

Assignment: Prepare the conclusion of your product presentation.

| Step 1 fRgBAE j
Copy the main points of your overview chart onto your conclusion chart.
Choose focus points that you want the audience to remember and put

| those on the chart.

Overview Conclusion l
1. Compared: features and benefits ‘
1. Compare: features and benefits *Finger grip and pocket clip ‘

2. Demonstrate: special application 2. Demonstrated: special application

*Guaranteed to work

3. Co re: co:
mpare;cosperormance 3. Compared: cost/performance

*2 pens in1

e :
Y5 %]  PREPARE: 1

| Make your conclusion chart. You can prepare your chart on a computer

\ and print it out or prepare a poster, or whatever media is appropriate. J

15 k) | PRACTICE:
Focus on making a quick, clear, persuasive conclusion. Point to the J
\information on the chart as you summarize.

. C— 2

EXX | PERFORM: k

Speakers, present the conclusion of your product presentation. Listeners,
fill in the evaluation form on page 106.

\\

The Story Message



FINAL PERFORMANCE

verview

e features and benefits
itrate: special application

e: cost/performance

tures and Benefits

VS. e

i finger grip |

cket olip

The Physical Message  The Visual Message = The Story Message

@A

2.1 Grean Maching Pogularity

Performance Evaluation Form—Introduction 1

Speaker's name: | What Why Overview ‘

Com clusion —
= oS
acus PO

form
n Fo
ocus Po—

cyaluati® ’
£ ormance Evalw =
= R o

—

m Speaking of Speech New Edition

SPEECH TYPE:

In the final performance, you will
combine the introduction, the
body, and the conclusion into one
complete speech.

SPEECH SKILL:

The final performance is your
opportunity to practice the skills

of all three messages. During your
presentation, the audience will be
evaluating your Physical Message,
your Visual Message, and your Story
Message.

SPEECH PREPARATION:

Review the feedback you received
after the performance of your
introduction, after the performance
of your body, and the after the
performance of your conclusion.
Use this feedback to improve your
final performance.



In preparation for your final performance, you are going to watch Justin’s introduction, body,
and conclusion again. While you watch, fill out the form on the next page evaluating his
Physical Message, his Visual Message, and his Story Message.

Watch the introduction of Justin’s

The letraduetion presentation in Episode 6 of the DVD.

Watch the body of Justin’s presentation in
Episode 7 of the DVD.

NS, o

Kiick | Glick J#§
Rubber finger grip Yes! .

Pocketcllp | Yes!

Watch the conclusion of Justin’s
presentation in Episode 8 of the DVD.

The Conclusion

Conclusion

1. Compared: features and benefits

*Finger grip and pocket clip

2. Demonstrated: special application

*Guaranteed to work

3. Compared: cost/performance

Final Performance



FINAL PERFORMANCE

Final Performance Evaluation Sheet

Speaker’s name: Jugtin Martin

Physical Message (Circle the appropriate numbers)

Lowest Highest
Posture 1 2 3 4 5
Eye Contact 1 2 3 4 S
Gestures 1 2 3 4 5
Voice Inflection 1 2 3 4 5

What did the speaker do that you liked best?

Visual Message (Circle the appropriate numbers)

Lowest Highest
Quality of Visuals 1 2 3 4 5
Use of Visuals 1 2 3 4 S

Which visual did you like best?

| Story Message (Circle the appropriate numbers)

Lowest Highest
Introduction 1 2 3 4 5
Body and Evidence 1 2 3 4 S
Transitions and Sequencers 1 2 3 4 S
Conclusion 1 2 3 4 S

What was best about the speaker’s Story Message?

m Speaking of Speech New Edition




Speech Preparation

Assignment: Combine the introduction, the body, and the conclusion of your
product presentation into one complete presentation.

PLAN: )

' Review the feedback you have gotten from your previous performances.
What did you do well? What did you want to improve for your final
| performance?

'PREPARE:
Use the table below to evaluate your strong points and weak points.

Strong points Weak points

Physical Message

Visual Message

Story Message

If you found that your Physical Message needs work, review units 1, 2
and 3 and practice your delivery in the next step. If you found that your
Visual Message needs improvement, review units 4 and 5 and rework
your visuals. If you found that your Story Message needs work, review

\ units 6, 7, and 8 and improve your story. Yy,

IPE]  PRACTICE: _
| W

— \Deliver your presentation and time it. Is it too long? Is it too short?

- .//

E=X | PERFORM:

Speakers, present your complete presentation. Listeners, use the
evaluation form on page 107. When you are finished, use the Final
Performance Evaluation Totalizer to calculate your final score. Have fun in
your final Speaking of Speech performance!

Final Performance m
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Informative Speech Evaluation Form

Speaker’s name: City:

SEE DO

EAT GETTING AROUND

Did the speaker use the Posture & Eye Contact Checklist? D Yes D No

Did the speaker look at you? D Yes D No

Informative Speech Evaluation Form

Speaker’s name: City:

SEE DO

EAT GETTING AROUND

Did the speaker use the Posture & Eye Contact Checklist? D Yes D No

Did the speaker look at you? D Yes D No

m Speaking of Speech New Edition
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Layout Speech Evaluation Form

Speaker’s name: Place:

Did the speaker use gestures? D Yes D No

Layout Speech Evaluation Form

Speaker’s name: Place:

Did the speaker use gestures? | |Yes | |No
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Demonstration Speech Evaluation Form

Speaker’s name:

What did the speaker demonstrate?:

Steps Warnings

Did the speaker use voice inflection? EI Yes D No

Demonstration Speech Evaluation Form

Speaker’s name:

What did the speaker demonstrate?:

Steps Warnings

Did the speaker use voice inflection? | | Yes | No

Speaking of Speech New Edition
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Country Comparison Speech Evaluation Form

Speaker’s name: Countries:

1st point of comparison 2nd point of comparison 3rd point of comparison

Used LE.E.? | |Yes | |No

Country Comparison Speech Evaluation Form

Speaker’s name: Countries:

1st point of comparison 2nd point of comparison 3rd point of comparison

Used LE.EE.? | |Yes | |No
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Performance Evaluation Form—Introduction

Speaker’s name: What Why Overview

Performance Evaluation Form—Introduction

Speaker’s name: What Why Overview

Speaking of Speech New Edition
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Performance Evaluation Form—Body 3
Speaker’s name:
Transition:
Product:
1 4
Transition: Transition:
2 5
Transition: Transition:
Performance Evaluation Form—Body 3
Speaker’s name:
Transition:
Product:
1 4
Transition: Transition:
2 5
Transition: Transition:
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Performance Evaluation Form—Conclusion

Main points Focus points

Speaker’s name:

Product:

Speaker’s name:

Product:

Speaker’s name:

Product:

Performance Evaluation Form—Conclusion

Main points Focus points

Speaker’s name:

Product:

Speaker’s name:

Product;

Speaker’s name:

Product:

Speaking of Speech New Edlition




© Macmillan LanguageHouse Ltd., Tokyo / Macmillan Publishers Limited, 2009
This page may be photocopied and used in class.

Final Performance Evaluation Sheet

Speaker’s name:

Physical Message (Circle the appropriate numbers)

Lowest Highest
Posture 1 2 3 4 5
Eye Contact 1 2 3 4 )
Gestures 1 2 3 4 S
Voice Inflection 1 2 3 4 5

What did the speaker do that you liked best?

Visual Message (Circle the appropriate numbers)

Lowest Highest
Quality of Visuals 1 2 3 4 3
Use of Visuals 1 2 3 4 S

Which visual did you like best?

Story Message (Circle the appropriate numbers)

Lowest Highest
Introduction 1 2 3 4 3
Body and Evidence 1 2 3 4 3
Transitions and Sequencers 1 2 3 4 5
Conclusion 1 2 3 4 S

What was best about the speaker’s Story Message?
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Evaluation 1
Evaluation 2
Evaluation 3

Total of each
column (T)

Final Score

T1+T24T3+4T4
P

Visual Message

Evaluation 1
Evaluation 2

Physical Message

Final Performance Evaluation Totalizer

After your speech, collect the evaluation sheets from the listeners and write the
numbers in the spaces provided below. (If you have more than three evaluation
sheets, continue on another sheet of paper.) Total up your scores for each column (T)
and divide that total by the number of people who gave you an evaluation sheet (P).
This is your final score for each of the skill areas covered in Speaking of Speech.

Posture

Eye Contact

Gestures

Voice Inflection

()

(T2)

(T3)

(T4)

Quality of Visuals

Use of Visuals

Evaluation 3

Total of each
column (T)

Final Score

Q)

T1+472

P =

(T2)

Story Message

Evaluation 1

Introduction

Body and
Evidence

Transitions and
Sequencers

Conclusion

Evaluation 2

Evaluation 3

Total of each

column (T)
Final Score

)

T1+T24T3474

P

(T2)

How did you do in each skill area?
* Score between 1 and 2: You need to go back and read the section on this skill area
again. As you read the section try to identify your weak points.
* Score between 2 and 3: More improvement is necessary. You will need to work hard in
this skill area to become a good public speaker.
* Score between 3 and 4: Good. You have a good knowledge of this skill area and with
practice you will become a good public speaker.

* Score between 4 and 5: Congratulations! You are well on your way to becoming an
accomplished public speaker.

(T3)

(T4)

Speaking of Speech New Edition




About the Authors

David Harrington has been involved in English
language teaching for over 20 years. He has taught
students of almost every age and circumstance
from preschoolers to graduate students. He was
the founder of the book distribution companies,
The English Resource and Independent Publishers
International. David has also co-authored several
books including Discover Debate, Getting Ready for
Speech, Discussion Process and Principle, What’s in
the Cards, and Street Speak. David currently teaches
at Ferris Women’s University and Showa Women’s
University and in his spare time, is the managing
director of Compass Publishing Japan.

Charles LeBeau was once an aspiring jazz musician a
long time ago in a galaxy far, far away. Since landing
in Japan in 1982, he has taught in both the university
and corporate worlds. Currently, he teaches at two
universities and is on the faculty of the Toshiba
International Training Center, where he has taught
for over 20 years. He divides his time between
Yokohama, Japan and Eugene, Oregon, where hippies
with VW buses and tie-dyed shirts still flourish.




MACMILLAN LANGUAGEHOUSE LTD., TOKYO
ISBN: 978-4-7773-6271-4

Macmillan Education

Between Towns Road, Oxford OX4 3PP

A division of Macmillan Publishers Limited
Companies and representatives throughout the world

ISBN: 978-0-2307-1533-2

Text © David Harrington & Charles LeBeau 2009
Design and illustration © Macmillan LanguageHouse Ltd.,
Tokyo / Macmillan Publishers Limited 2009

First published 1996
This edition 2009

All rights reserved; no part of this publication may be
reproduced, stored in a retrieval system, transmitted in any
form, or by any means, electronic, mechanical, photocopying,
recording, or otherwise, without the prior written permission
of the publishers.

Photocopies may be made, for classroom use, of pages
100-108 without the prior written permission of Macmillan
Publishers Limited. However, please note that the copyright
law, which does not normally permit multiple copying of
published material, applies to the rest of this book.

Designed by KYcreates and Language Solutions, Inc.
Illustrated by Ty Semaka and Illustrators MOCO

lllustrations on pages 27 and 72, and photographs on page
110 courtesy of Language Solutions, Inc.

Cover photographs by iStockPhoto and Mannic Media
Cover illustration by Ty Semaka

The authors and publishers would like to thank the following
for permission to reproduce their photographic material:
iStockPhoto, Getty Images (pp. 27, 28, 32, 33, 34, 35),
PHOTODISC (pp. 27, 32, 34, 48), U.S. Department of Energy’s
Atmospheric Radiation Measurement Program (pp. 33, 35),
Stockbyte (p. 45)

Commissioned photographs by Mannic Media

The publishers would like to thank the following for

Printed and bound in Thailand

2013 2012 2011 2010 2009
10 9 8 7 6 5 4 3 2 1

their assistance in the development of this textbook (in

alphabetical order):

William S. Anton
Kyoko Arai
Bram Barker
Paul Batten
Patrick Bencke
Alan Bergman
Anthony Crooks
Peter Dine
Kaduhr Donald
John Dougill
Amanda Gaunt
Patrick Harrington
Neil Heffernan
Tomoyoshi Iwasa
Midori Kanmei
Kathrine Kanno
Keita Kikuchi
Margaret C. Kim
Jonathan S. Kohn
Joe Luckett
Charles McHugh

Sean Mehmet
Kevin Mueller
Masanori Nakamura
Tamah Nakamura
Fumie Noguchi
Kyoko Okamoto
Clark Richardson
Tony Ryan
Lorraine Sakka
Urszula Styczek
Mikiko Sudo
Tomoko Sugihashi
Aya Suzuki
Hiroshi Takubo
Jayna Tanaka
Nicolas Walters
Mark Wright
Kyoko Yamakoshi



SPEAKING oF SPEECH

" New Edition

ISBN 978-0-2307-2601-7

THE PHYSICAL MESSAGE

Posture and Eye Contact
Informative Speech

Lavout Speech

7ii7q Voice Inflection
Demonstration Speech

9 |780230 726017
Components

+Student Book (including Student DVD)
-Teacher's Book (including Class CD)

THE VISUAL MESSAGE

£S5 Effective Visuals

Preparing Visuals for a Presentation
7174 Explaining Visuals

e Explaining Visuals in a Presentation

”THE STORY MESSAGE

The Introduction
Product Presentation — The Introduction
The Body
Product Presentation — The Body
@ The Conclusion
ETaned Product Presentation — The Conclusion

FINAL PERFORMANCE _

oA

MACMILLAN




	bia truoc
	Binder1
	1
	2
	3
	4
	5
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31
	32
	33
	34
	35
	36
	37
	38
	39
	40
	41
	42
	43
	44
	45
	46
	47
	48
	49
	50

	Binder2
	51
	52
	53
	54
	55
	56
	57
	58
	59
	60
	61
	62
	63
	64
	65
	66
	67
	68
	69
	70
	71
	72
	73
	74
	75
	76
	77
	78
	79
	80
	81
	82
	83
	84
	85
	86
	87
	88
	89
	90
	91
	92
	93
	94
	95
	96
	97
	98
	99
	100
	101
	102
	103
	104
	105
	106
	107
	108
	110
	112

	bia sau

