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Please take down these notes in the Writing section of your note books. 
You may print the work if you have a printer.  
 

11 June 2020            WRITING  (writing section) 
 

Speech Writing and Presentation 
A speech is a written account of an oral address with a specific purpose in mind. The 

purpose will be determined by the topic. 

• The sign of a good speech is capturing and holding the attention of the audience. 
 
• Must be in paragraph form 
 
• The tone might be formal/informal depending on the audience 
 
• Opening/ greeting Keep 

it brief and simple 
 
• Outline the subject of the speech 
 
• Highlight three or four key ideas and discuss each in a paragraph. 
 
• Conclusion 
 

logical and appropriate closure to the speech 
 

Writing and Presenting a formal speech 
 

1. Research: Selecting and organising material from different sources. 
 
Before you write a speech, you have to research your topic. First, you need to 
find appropriate information from various sources. You need to select the 
information you want to use, organise it and put it together in logical order. 
 

2. Characteristics of a great speech: 
 

a) Solid content: Share something the audience finds valuable to their lives. 
b) Humour: It is hard to hate someone you laugh with. The best speakers 

find a way to get people smiling early in the speech. 
c) Organisation: There is no excuse for rambling through a presentation. 

Have your notes structured I a way that keeps you on pace and target. 
Listeners should feel they are receiving a message that makes sense and 
easy to remember. 

d) Natural attitude: People are attracted to natural speakers who do not 
pretend to be anyone but themselves. 

e) Passion: The more passion that passes through the message, the greater 
the chances of it being remembered and applied.  

 
Please study the side notes in the sample speech to see what is expected of 
you, when writing your speech. 
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Example of a Speech 
 

Instruction: You, as a former learner of your school, were asked to deliver a 

motivational speech to the current matric class. Write the speech you will deliver. 
 
 
 

Why Dreaming Big Is Not Always Good 
 

Good morning matrics. 
 

I have an important question for you, – which way of thinking is better, dreaming big or being satisfied with 
small things? 
 

My whole life I thought I was going to be huge. I constantly scored at the top of the class.  
Over time, however, my motivation turned into something unhealthy. I started to believe that I was entitled 
to success. The first ominous sign came when I didn’t get a perfect score at the university entrance exams. 
 

I started to feel like a failure. Now you are probably wondering, “What does it have to do with dreaming big?” 
Here’s my answer: I always dreamed big, and this made me overlook tiny successes. Dreaming big is good, 
as it helps a person set far-reaching goals and do bold things. But it can only work if a person has a healthy 
relationship with failure and takes tiny steps. 
 

My wish for you is that you will always dream big despite setbacks on your road to success. 
 

 
TASK 
  
1.Write a speech on any topic, it is advisable to write on current 
topics. 
 
2.The word count for your speech is 180 to 200 words 


