
Preparation  Outline  Guide
The following is a guide to use as you develop preparation outlines for your speeches.  For purposes of illustration, this guide has three main points in the body of the speech.  In your speeches, the number and organization of main points, subpoints, and sub-subpoints will vary depending on the topic and purpose of any given speech.  However, the elements needed in the outline  -  title, specific purpose statement, central idea, introduction, body, conclusion, and connectives, will remain the same.

(Name)      [single spaced  -  Palatino font]
(Class)

(Teacher)

(Date)

[Five spaces]
TITLE
[14 point  -  bold  -  underlined  -  centered]
[Two spaces]
Designing A Kitchen Garden

[Four spaces  -  title in italics  -  no italics for statement  -  tab margin ]      

Specific Purpose : 

State in one sentence what you want your audience to learn.

[Four spaces]                                                          

INTRODUCTION
[14 point  -  bold  -  underlined  -  centered]

[Three spaces  -  margin justified  -  single-spaced]

The introduction shall be written out word for word, just the way you will present it on the day of your speech.  As a reference, it should be four to five sentences in length.  Be sure the introduction fulfills all four major objectives of an introduction as explained in your chapter reading:  1)  Gains attention and interest of the audience;  2)  Reveal the topic of the speech;  3)  Establish credibility and goodwill;  4)  Preview the body of the speech.

[Four spaces]                                                                              

                                                                       BODY          

[14 point  -  bold  -  underlined  -  centered]

[Two spaces  -  tab one time  -  single-spaced]


I.  Single complete sentence expressing the main point of this speech section.



A.   Sub-point  -  as with main points, write as a complete sentence.




1.   Sub-point  -  need not be written as a complete sentence



2.   Sub-point  -  need not be written as a complete sentence




3.   Sub-point  -  need not be written as a complete sentence





a.   Sub-sub-point  -  need not be written as a complete sentence





b.   Sub-sub-point  -  need not be written as a complete sentence

[Two spaces]




B.   Sub-point




1.   Sub-point 




2.   Sub-point 

[Three spaces  -  title in italics   -  tab margin ]

Connective:


Make sure your audience knows you are moving from 




your first main point to your second.  A complete 





sentence is required here.

[Two spaces   -  tab margin] 



II.  Single complete sentence expressing the main point of this speech section.



A.   Sub-point  




1.   Sub-point  




2.   Sub-point   



B.   Sub-point




1.   Sub-point 




2.   Sub-point




3.   Sub-point 





a.   Sub-sub-point  -  need not be written as a complete sentence


C.   Sub-point




1.   Sub-point 




2.   Sub-point




3.   Sub-point

[Three spaces  -  title in italics   -  tab margin ]

Connective:


Make sure your audience knows you are moving from 




your second main point to your third.  A complete 





sentence is required here.

[Two spaces   -  tab margin] 


III.  Single complete sentence expressing the main point of this speech section.



A.   Sub-point  




1.   Sub-point  




2.   Sub-point





a.   Sub-sub-point  -  need not be written as a complete sentence






b.   Sub-sub-point  -  need not be written as a complete sentence



3.   Sub-point   



B.   Sub-point




1.   Sub-point 




2.   Sub-point

[Four spaces]        

CONCLUSION

[14 point  -  bold  -  underlined  -  centered]

[Three spaces  -  margin justified  -    -  single-spaced]

The conclusion shall be written out word for word, just the way you will present it on the day of your speech.  As a reference, it should be four to five sentences in length.  Be sure the conclusion fulfills the objectives of an conclusion as explained in your chapter reading:  1)  Lets the audience know you are ending the speech;  2)  Reinforce the audience’s understanding of, or commitment to, the specific purpose.


