Are You Ready 

To Give Your Speech
Bring These Items on the Day of Your Speech

____Copy of your outline

____Copy of your references in APA

____Power Point slides printed as a handout

____Power Point sent to your email account

____Power Point on a thumb drive or burned to a CD

____ 5 Notecards –Written on only one side

____Rubric 
Your Topic

____Is my topic one that will interest this audience?

____Is it relevant for this group of students?

____Am I presenting the information that will be fresh to the audience and not something that they 


already know about?
Your Outline

_____Is every item on the outline in full sentences?

_____ Does the outline follow the proper format?  



I. 






A.  




B.  





1.  





2.  

_____Does the outline include my grabber/attention getting statement

_____Does the outline include the preview/thesis statement

_____Does your outline include a statement that tells why the audience should care about     



my topic?

_____Does the outline include transitions statements between the main points?

_____Does my outline include a statement that will reengage my audience about half 


way through my speech?

_____Does the outline include a review/thesis statement?

_____Does the outline include a statement that closes my speech

Your References
____ Are my references alphabetized?

____Did I follow proper APA format?
____ Is my reference page double-spaced with no extra space between citations? 
____Do I have the word “References” centered at the top of the page (No Bold & No large fonts)
____For internet sources, did I list author, title, and date as well as address?

____Do I have the correct number of sources?
____Do I cite my sources in my speech at least twice?
Your Power Point

____Are my Power Point slides dark on light or light on dark?

____Do they fit the 6 x 6 rule

____Do I use 28 point font or larger?

____Do I use plain fonts (Veranda, Tahoma, etc.)?

____Are they balanced and “a work of art?”

_____Are my slides useful to my audience and not just words on the screen?
____Do my slides enhance my message and not distract from it?

____Are the pictures on my slides clear?

____If I have centered items, have I removed the bullet?
____Have I removed and any cases where a bullet is used for just one point? 

____Have I removed the use of sentences, except in the case of important quotes?
Your Notecards

____ Do I have 5 or less notecards?

____Have I written on only one side of my notecard?

____Have I used only brief reminders and not full sentences

____Have I used color, underlining, or bolding to help me see main points?

____Did I write a note to myself about speaking loud, slow, etc.?
​​​​____Did I remember to number my notecards?
