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PROFICIENCY LEVEL TWO
PO: EFFECTIVE SPEAKING

PO/EO:
410.04

ENABLING OBJECTIVE:
Prepare a three-minute speech.

REFERENCE(S):
A.
A-CR-CCP-267/PH-001 Level Two Course Training Plan





Chapter 4, Pages 83-84.

B.
A-CR-CCP-267/PT-001 Level Two Handbook


Chapter 7, Articles 6-17, Pages 2-5.

SUPPLEMENTARY REF(S):
N/A

TRAINING AID(S):

A.
OHP

B.
OHP slides





C.
A chart outlining the logical progression of planning steps.

LEARNING AID(S):

A.
A-CR-CCP-267/PT-001 Level Two Handbook

TEACHING POINT(S):
A. 
Select and Limit the Subject





B.
Determine the Purpose of the Speech





C.
Analyze the Audience





D.
Gather the Data





E.
Outline the Material





F.
Organize and Develop





G.
Plan the Visual Aids





H. 
Practice Aloud

METHOD OF INSTRUCTION:
Lecture 

TIME:

1 x 35-minutes
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PROFICIENCY LEVEL TWO
PO: EFFECTIVE SPEAKING

PO/EO:
410.04

ENABLING OBJECTIVE:
Prepare a three-minute speech.

REVIEW

PO/EO:
410.03

ENABLING OBJECTIVE:

Identify the characteristics that affect the human voice.

1.
Review the weaknesses of the previous EOs performance check; and/or

2.
Ask the following review question:
a.
What are the 5 factors that affect the human voice?



Answer:
Tone, Range, Pitch, Volume and Inflection.

INTRODUCTION

WHAT:
In this lesson you will learn how to prepare a three-minute speech.

WHY:
It is important to know how to prepare a speech because on many occasions throughout life you will have to present ideas to people about things and it is good to know how to organize and present such ideas. 

WHERE:
You will apply this knowledge any time you have to give a speech or presentation.

TIME
BODY
NOTES

STAGE 1
SPEECH PREPARATION


1.
General:
If you are asked to present a prepared speech there are eight steps
to 

remember. Some of the steps may be performed quite rapidly while others 

are time consuming. The first five steps can be worked on at the same 

time.

2.
The Eight Steps:




a. 
Select and Limit the Subject:

 
You will not usually be lucky enough to select your own subject, but 
 
if you are, here are some points to consider. 













(i)
If possible, choose a topic that relates to what you know 
 

best. 






















(ii)
You will find the subject to prepare and you will speak with 

 

enthusiasm and conviction because it is a subject you enjoy. 













(iii)
Consider the needs and interests of your audience as well.

b.
Determine your Purpose:
 
Your speech must have a purpose. If you establish the purpose 
 
early you will be able to direct you preparation towards 
 
accomplishing that purpose. Most speaking has one of the 3 
 
general purposes: 


    
General Purpose

Expected Response


To entertain


Pleasure



To inform


Understanding



To persuade


Agreement-action

 

(i)
Informative and persuasive speeches are usually for 
 


instructional and leadership purposes.

 
(ii)
Your specific purpose states exactly what you want your 
 

audience to understand, believe or do. Record in one 
 

sentence your specific purpose and during your preparation 
 

let it dominate everything.


c.
Analyze your Audience: 

 

Your subject and purpose will be influenced by whom your 
 

audience is. 










 

(i)
Find out who will be in the audience and what they might 



know already about your topic.


















(ii)
It would be embarrassing to speak about the organization of 



the Canadian Forces to senior generals – let’s hope they 



already know!

d.
Gather Data: 
 
After considering your subject, purpose and audience, start 
 
gathering data. 





















(i)
List the main points that you feel are necessary to
 

accomplish your purpose. 



















(ii)
Under each main point, list the minor supporting points. 














(iii)
This tentative outline provides you with the blueprint to guide



you in your research.

CONFIRMATION STAGE 1

1. What are the three different purposes your speech can have?


Answer:
To entertain, to inform and to persuade.

2.
What are two things you should do when gathering data?


Answer:
List the main points then list the minor supporting points.

STAGE 3
SPEECH PREPARATION

1.
The Eight Steps: (continued)


e.
Outline your Material: 
 

The basic function of an outline is to show thought relationships. 


 

(i)
Each main point must explain, prove or support the specific 



purpose of your speech.







 











(ii)
Each sub-point must add more detail and offer further 




explanation. 





















(iii)
Outlines are flexible and as you work and develop your 



speech, you will be able to make adjustments.



f.
Organize and Develop the Speech: 
 

Since organization is vital to a good speech, organize your material 
 

so that your listeners will clearly understand it. Speeches are 
 

normally organized in three major divisions: Introduction, body and 
 

conclusion.


(i)
Introduction: 
 


It is usually prepared last and has two purposes: to catch 
 


attention and to establish good will, and to state and clarify 
 


the subject. There are some recognized, successful ways to 
 


gain attention. It is important to capture the attention of your 
 


listeners -–we have all had to sit through a boring speech at 
 


one time or another. Make sure yours isn’t one of them. 
 


Some ways to capture attention include the following:




(1)
Personal reference or greeting;




(2)
Interesting story;




(3)
Reference to the place or occasion;




(4)
Quotation;




(5)
Thought provoking question;




(6)
Dramatized fact;




(7)
Amusing story;




(8).
Sincere expressions of pleasure; and




(9).
Reference to special interests of the audience.



(ii)
Body: 
 


The body is the heart of the speech. It is suggested that, 
 


regardless of the length, the speech should have usually 
 


three or four main ideas, but never more than five. Develop 
 


your ideas using definitions and examples.



(iii)
Conclusion: 
 


The conclusion should be brief. You may wish to review the 
 


points you have covered or offer a story that dramatizes the 
 


central idea of your speech. If you are giving a persuasive 
 


speech, end by asking people for action or for belief in your 

 


ideas.


g.
Plan your Visual Aids: 
 

Have you heard the phrase, a picture is worth a thousand words? 


 

(i)
Using visual aids in a speech will help to gain the attention of



the members of your audience, hold their interest, clarify 



points, amplify and prove what you are saying. 
















(ii)
Everybody loves a picture, so use that to your advantage.


h.
Practice Aloud: 
 

Like everything else, practice makes perfect. 





 

(i)
Your chances of delivering a successful speech will be much



 better if you practice aloud. 


















(ii)
Practice your speech in front of your parents or a 




friend, and be ready to accept some constructive criticism. 














(iii)
Isn’t it 
better to know the problems in your speech before 



you have to stand up in front of your audience?

CONFIRMATION STAGE 2
1.
What is the basic function of an outline?


Answer:
The basic function of an outline is to show thought 




relationships.

2.
What are the three parts of a speech?

1. 
Answer:
Introduction, body and conclusion.

30 MINs
PERFORMANCE CHECK

Test Details – 
Each cadet will be required to answer questions on the subject matter, and to present a three-minute speech during 410.06 to 410.09.




1.
What are the eight steps in preparing for a speech?


Answer:
a. 
Select and Limit the Subject




b.
Determine the Purpose of the Speech




c.
Analyze the Audience




d.
Gather the Data




e.
Outline the Material




f.
Organize and Develop




g.
Plan the Visual Aids




h. 
Practice Aloud
33 MINs
CONCLUSION

SUMMARY:   
A.
Knowing the guidelines for preparing a speech will help cadets effectively 




plan and present their topics.














RE-MOTIVATION:
A.
Comment on student performance. (Identify strengths and points that

 


require improvement)


B.
You will apply this knowledge any time you have to prepare a speech.

C.
Your next lesson is PO/EO 419.05. Deliver a three-minute prepared speech.
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OHP #5
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OHP #4











OHP #3








OHP #2








OHP #1








Instructor 


may replace 


OHP # 1 


while 


explaining 


steps.
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