
Appendix G:  Speechwriting Tip Sheet 
 
If you are conducting National Influenza Vaccination Week activities, there is a good chance that 
someone from your department will deliver your messages through a short speech or 
presentation. A detailed outline can provide the framework for an organized and compelling 
speech. The outline should include the topic, purpose, and audience, as well as three main ideas 
that support the topic and purpose.  
 
A good length for the average speech is 10 to 20 minutes. If you need more time to make your 
point, do not be afraid to take it. Because your audience cannot go back and review confusing 
parts of your speech, it is important for you to deliver a clear, organized presentation and repeat 
your central points. Below is a general speech outline that you might be able to adapt to suit the 
special needs of your audience. 
 
I. Introduction—Tell them what you’re going to tell them.  This should take 1 to 3 minutes. 

A. Grab your audience’s attention 
B. State your topic and purpose 
C. Preview your speech 

II. Body—Tell them.  Illustrate the points that support your theme.  This should take 8 to 15 
minutes. 

A. State first main idea 
B. State second main idea 
C. State third main idea 

III. Conclusion—Tell them what you told them.  This should take 1 to 2 minutes. 
A. Restate your main ideas 
B. Add a memorable conclusion 

 
After your first draft of the presentation, go back and revise, reword, and rearrange your ideas, as 
necessary.  Refer back to your outline to make sure that items are parallel and logical. Make sure 
you have sufficient support for each of the statements you have included. 
 
Dos and Don’ts of Speechwriting 
Do: 

• Find out everything you can about the group you are speaking to, the venue, and the 
event. 

• Ask how much time you have to give your speech. 
• Check to see if they have what you need for visual aids—overhead projector, LCD 

projector, etc. 
• Prepare an outline of your speech before you start to write it. 
• Deliver your speech to someone before the event to practice. 
• Give facts and figures with references to back them up. 
• Have a clear objective in giving the speech (what you want the audience to know and 

take away from the speech). 
• Concentrate on your message(s). 
• Visualize yourself giving the speech. 

Don’t: 
• Use humor unless you are positive about what the reaction will be. 
• Assume the audience knows all of the background information about your topic. 
• Use jargon or confusing phrases. 
• Exaggerate, stretch the truth, or lie. 
• Say more than you need to. 
• Rely too much on visual aids to tell your message. 
• Talk down to the audience. 
• Use the same speech for every venue. 
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