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SPE 4: Speech Outlines

The speech outline should be a step-by-step plan for your speech. Use the outline to help you arrange and rearrange your ideas. Do not think of the outline as a rigid construction; instead, think of it as a way to visualize the connections between your ideas. You may have to compose several outlines before you come up with a plan that best fits your topic. 

Main Parts of the Outline:

Introduction: Captures the audience’s attention and arouses interest while focusing and previewing the message, making it easier for the audience to follow 
Specific purpose statement: The speaker’s particular goal or the response that the speaker wishes to evoke

Central Idea: The speech’s thesis statement 

Preview: The part of the introduction that identifies the main points, presenting an overview of the speech

Transitions: Link the parts of your speech together

Body: Contains the main points of your speech

Main Points: The most important ideas about your topic that must be presented in a logical order; main points should be worded as simple declarative sentences

Subpoints and sub-subpoints: Further explain and develop your main points

Conclusion: Brings closure to your speech and restates the main points

You may find it beneficial to write the body of your outline first. Once you are satisfied with the body, it is easier to compose an effective introduction and conclusion.

Once you create the perfect outline, make sure the outline is balanced. The body should be the longest part with equal emphasis on each main point, and the introduction and conclusion should be approximately the same in length.

Attempt to write each point as a parallel construction. In other words, write your points in the same way to emphasize their importance and to help your audience remember them.
Adapted from: Public Speaking. Osborn/Osborn. 6th ed.


