Laney College, Speaking 5

Informative Speech on a Business or Organization

In your next speech, I’d like you to research a business or non-profit organization that you are interested in learning more about.  The business or organization you choose to report on could be small and local or big and multi-national or something in between.

Below are the steps you should follow in preparing your speech.

I. Choosing a Topic.  It’s important to choose a business or organization that you will be enthusiastic about researching or that you know a lot about already.  If you are enthusiastic about your topic, hopefully this enthusiasm will make your speech delivery more interesting and exciting to your audience.

II. Narrowing your Topic.  If you choose to speak about Microsoft, for example, it’s impossible to say everything there is to say about Microsoft in a 3-minute speech.  Below are some questions that you should answer in your speech that will narrow your topic:

1. What is the name of the specific business or organization?

2. What is the purpose of the business or organization?  What does it do or make?  Where 

     is it located?  How many employees does it have?  What are its annual earnings?

3. Why did you choose to talk about this business or organization?  Why does it interest 

     you?

4. Is the business or organization ethical?  Does it treat and pay its employees well?  Does 

    it treat its customers well? Give examples that explain your answers to these questions.

5. Is the business or organization philanthropic?  Does it donate money, products or 

    services to people or other organizations?  Again, give examples of this.  If it doesn’t,

    give suggestions on how this business or organization could be more philanthropic.

III. Gathering Information/Doing Research.  There are two places you can look to find information about your business or organization—within yourself and outside yourself.  For the first option, you can write down what you know about the business.  For the second option, you can interview people who know about the organization or work for it, or you can do research on the Internet or in the library.  If your sources are on the Internet or in the library, be sure to use your own words in your speech.  Don’t copy from the source and use those words in your speech.  That is plagiarism and it’s illegal!
IV. Preparing Visual Aids.  Visual aids such as photos, objects, models, charts, and graphs help make a speech clear and interesting.  Although you don’t have to use visual aids in this speech, they can capture the audience’s attention and add variety too.  If you plan to use a visual aid and you need special equipment for it, let me know in advance so I can order it for you.

V. Preparing a Preview.  After organizing your speech, you know what you’re going to say in your speech.  Condense the information in your speech (the main points) and tell your audience what you’re going to cover before you actually begin the body of your speech.  Here are some good ways to preview a speech:

1. My purpose today is to inform you about Microsoft Corporation.  I will cover three

    major points:



a. First, I’ll give some general information about the company

                        b. Second, I’ll talk about how Microsoft treats its employees

                        c. Third, I’ll give some examples of the charity work that Microsoft does

2. In discussing Greenpeace, I’m going to talk about three main areas:



a. First, I’ll explain the kind of work this organization does



b. Second, I’ll talk about my connection to Greenpeace and why I chose

                            to talk about this organization

                        c. Finally, I’ll inform you of the philanthropic work that Greenpeace does

                            to help other environmental organizations in the world

VI. Preparing a Summary.  Every speech needs a summary of information that you presented.  The best way to summarize the information is to remind your audience of what you said by repeating the main points you covered in the body of your speech.

1. Well, I’ve given you a lot of information about Microsoft today.  You now know:



a. what the company does, the number of employees it has and how

                                much money it makes



b. the average wages and benefits of Microsoft employees



c. all of the philanthropic work that Microsoft does

2. As you can see, Greenpeace does a lot of good environmental work.  I hope you learned some interesting facts about:



a. all of the good work Greenpeace does



b. how to volunteer for Greenpeace like I do



c. how Greenpeace helps other environmental organizations

VII. Reminders.  Remember that in every speech, you need to speak slowly and clearly, maintain eye contact with everyone in the room and have good posture and body language so that you can look and feel confident!  And don’t forget to introduce yourself at the beginning of your speech and thank your audience at the end.
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Informative Speech Evaluation

A Business or Organization

Presenter’s name: _______________________

Delivery

      Comments

	Voice Volume and Speaking Speed 

(10 points)

	
	Speaking Naturally

(no reading notes)
(10 points)
	
	Stressing Content Words

(10 points)
	
	Intonation (Vocal Variety)

(10 points)
	
	Eye Contact

(10 points)
	
	Gestures/Facial Expressions/Posture

(10 points)

	

	


Content                             Comments

	Greeting and Introduction

(5 points)
	

	Well-Organized with Preview, Body & Summary (10 points)
	

	Well-Researched & Complete
(20 points)
	

	Thank Audience

(5 points)


	


Pronunciation:




Grammar:
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Informative Speech

Content Word List

Content words contain the important ideas in your presentation, so you want to be sure to pronounce them clearly.  Making and practicing a content word list will greatly help your audience understand your presentation.  Make a list of content words that you are going to use in your speech about a business or organization, and write the stress pattern of each word.  Then practice saying these words with your partner.

                 Content Words



           Stress Pattern
	philanthropic/philanthropy
	

	ethical
	

	organization
	

	business
	

	employees
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


