
 

 The Informative Speech > The Process Speech  
Monday, April 23, 2012  
 
Speeches will be four (4) minutes minimum  

 

You have developed enough research, outline and presentation/demonstration to speak well over this time. 
 
This weekend your goals are:  
1) Time your speech. If you run short, you need to do more research to add more content to discuss.  

2) When you present your speech, don’t “announce” the outline headings. Just make them part of the normal flow 
of talking. Tie them into sentences and talk to the audience; don’t read to them. Remember, your note cards will be 
checked to make sure your speech is not read.  

3) In speech, tell them what you’re going to tell them (introduction), then tell them (body), show them 
(demonstration) and then tell them what you’ve told them (conclusion). Your introduction and conclusion must 
have a zinger, something memorable to begin or end the speech. Your demonstration is NOT the body – it is PART 
of the body.  
4) Be sure your demonstration is less than seven steps and shows the BASICS of your process, contributing to the 
retention of information, never distracting or being off-topic. Be sure you have COMPLETE control of your 
demonstration or you will lose points if you are lost, there is a technical problem you could have controlled, etc. 
 
Feeling Jitters?  
10 Tips to Shake the Speech Jitters  
1. Above all do not panic. If you can just pretend like you’re speaking one-on-one to someone in the audience 
then you will calm your nerves. Knowing who your audience is can help you to speak in a familiar way that 
will come across as cool and confident. It’s important to reassure yourself that you are indeed an expert on 
your topic, probably more than anyone else in the room is.  
2. Research, research, research. Back all of your arguments up with research so that your audience has no 
choice but to understand what you’re saying. Knowing more than you are presenting helps you to feel at ease. 
You can also tackle any questions that may come your way during the presentation. Remember to document 
your sources so that you can explain where you got your research.  
3. Make sure your slides are simple. Prepare your slides in a way that is consistent and simple. Keep your 
bullet points as aids to your speech. They should be no longer than 10 words per sentence. These points are 
just to help you along your way; they are not meant to be your entire speech.  
4. A picture is worth a thousand words. Use visuals to help get your point across. Visuals are a great way to 
support your points. Don’t crowd your slide with too many pictures.  
5. Make your slides readable. If you and your audience can read what is on your slide, chances are your 
presentation will go a lot smoother and you can relax. Try not to use below 30 to 32 point font. Also, keep in 
mind your audience’s eye-line and don’t write on the bottom of the slide.  
6. Sound effects are a turn off. Don’t overwhelm the audience with lots of animation or sounds. Most people 
probably find a sound effect for each bullet point annoying. It can also distract from what you are trying to 
say.  
7. Try to calm down. To relax while up there just remember that in a few minutes it will all be over. Try talking 
to the wall or focusing on one friendly face in the room.  
8. Practice makes perfect. Rehearse, but don’t sound like you’re memorizing a script. If you really know what 
you’re talking about then, don’t sweat it, breathe and talk. Talk like you’re on the phone with your mom. It’s 
better to go short than over time.  
9. Slide design is important. Be sure to choose colors that are simple and make it easy to read. Dark font on a 
light background or light font on a dark background, just remember blue and white are not easy to read from 
a distance. If you’re using a picture make sure that the image and the words do not overlap.  
10. Keep your eyes on the prize! Imagine success. If you’re confident people are more likely to buy what 
you’re selling.  
Source: http://tinafreeman.wordpress.com/2011/02/21/10-tips-to-shake-the-speech-jitters/ 



Process Speech Rubric             Student: ___________ 

 Introduction  

(- 20% if weak, poorly developed or missing) 

 Body  

(- 20% if weak, poorly developed or missing) 

 Demonstration  

(- 20% if weak, poorly developed, missing or over 1 

minute in duration) 

 Conclusion  

(- 20% if weak, poorly developed or missing) 

 Flow, articulation/enunciation, pronunciation, 

credibility, enthusiasm, eye contact, vocal 

variety/emphasis  

(- 20% if a any one is not up to the standards we 

discussed for both Informative speeches – review pp. 

370-371 as you continue rehearsing) 

 Time: ______________  

(- 25% from overall score for each minute under four 

total – 3:59 is NOT 4:00) 

 

Score: ___________ 

Remember that your speech will be filmed. 


