COURTESY SPEECHES

PERFORMANCE DATES:
______________________________________________
DUE DATES:   DRAFT:____________________  FINAL COPY:________________

TIME LIMIT: One to two minutes for each speech 

GRADE:
Performance grade (2)

DELIVERY:
Manuscript (typed; double-spaced; each speech on a separate page)

EXPLANATION OF ASSIGNMENT:

Present a speech on each of the following speaking situations:

1)
Introduction of  a guest speaker.

2)
Presentation of an award 

3)
Acceptance of an award

OBSERVE THE FOLLOWING WHEN PREPARING YOUR SPEECHES:

Note:  Be sure to label (using numbers below) requirements in your draft and final copy.
INTRODUCTION OF A GUEST SPEAKER:


________1)Refer to the occasion that has brought the audience together.


________2)Name the speaker.  (Mention the name again at the end.)


________3)State brief information about the speaker in order to heighten interest.


________4)Build enthusiasm by relating information about the qualifications of 




the speaker.


________5)Explain why this speaker is to give this talk to this audience at this
time.


________6)Conclude by welcoming the speaker to the microphone or podium.

PRESENTATION OF AN AWARD:


________1) State the title of the award.


________2)Explain the award's significance as a symbol of the group's esteem.


________3)Explain the qualifications for the award.


________4) Explain how this person was selected for the award.  (What did this 



person do to meet the qualifications for the award?)


________5)Highlight what makes this person unique.  Use anecdotal information 



and a brief list of achievements.


________6)Hand the award to the recipient.

ACCEPTANCE OF AN AWARD:


________1)Name the award.  (Be specific.)


________2)Thank the organization for the award. (Be specific.)


________3)Discuss the personal importance of the award.


________4)Thank those who helped you attain the award.


________ 5)Reiterate your appreciation.

