
Public Speaking Tip Sheet #1
Speech Structure and Organization

Writing for presentations and writing papers have much in common. However, 
presentations are different than papers. When you are reading a paper you have total 
control over it. You can read as fast or as slow as you like. You can take a break as 
needed. You can highlight and underline text. You can pause to look up words that you 
don’t understand. 

However, when you are listening to a presentation, you don’t have any of these options. 
Speeches and presentations are entirely oral. While there may be visual aids, the main 
source of ideas are the words coming out of the speaker’s mouth. In order to help our 
audience follow along we must carefully structure and organize our presentation.

Here’s how the typical presentation is organized.

Introduction Attention Getter
   Importance of the Presentation
   Thesis or Purpose Statement
   Preview of Main Ideas

Body  I. Main Idea 1
A. Supporting Information
B. Supporting Information

 II. Main Idea 2
A. Supporting Information
B. Supporting Information

III. Main Idea 3
A. Supporting Information
B. Supporting Information

Conclusion Review of Main Ideas
   Summary of Important Information
   Clincher

Let’s take a look at each of these components in a bit more detail.

Attention Getter
Never begin with, "Hello my name is...," or, "My topic today is...," or any variation or 
combination of the the two. You should always begin with an attention getter. An 
attention getter it is basically some snazzy way to draw your audience into your 
presentation. You might choose to ask a question, tell a story, share a quotation, give 
some startling facts or information, or tell a joke.



Importance of the Presentation
Audiences are always asking, “So what?” Take time to explain to your audience why the 
information you're presenting is important. Why should they listen to you? You might 
also use this portion of the introduction to introduce yourself and share any experience 
or credentials you have related to the topic.

Thesis or Purpose Statement
You should always have a clear thesis or purpose statement that tells your audience 
what the exact topic and focus of your presentation is. It should convey what you are 
trying to explain or prove in your presentation.

Preview of Main Ideas
This is where you tell your audience the specific main ideas that you’ll be covering in 
your presentation. There’s an old saying that goes, “Tell them what you’re going to tell 
them, tell them, and tell them what you’ve told them.”

Body
The body consists of your main ideas, supporting information, and transition elements. It 
is the largest and most important part of the presentation. If we wanted to break it down 
we can say that the body accounts for approximately 70-80% of your presentation. This 
means that the introduction and conclusion are approximately 10-15% each. 

It is important to have clear and distinct main ideas. You also need to include relevant 
and interesting supporting information in the form of examples, narratives, explanations, 
testimony, facts, and statistics.

Review of Main Ideas
This is where you tell your audience the specific main ideas that you have covered in 
your presentation. Once again, remember the old saying, “Tell them what you’re going 
to tell them, tell them, and tell them what you’ve told them.”

Summary of Important Information
The summary is where you recap important ideas from your presentation. Feel free to 
repeat information. When used properly repetition helps audience members remember 
important concepts from your presentation.

Clincher
You never want to end your speech with, "Well I'm done," or, "That's all I've got." 
Research tells us that out of your entire speech the audience is most likely to remember 
the conclusion. You must make it memorable. Clinchers wrap it all up for us and bring 
the presentation to a definitive close.
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