
Informative Speech Checklist 
Introduction: 

 Do I use a brief attention-getter? 

 Does my attention-getter relate to the audience and to my topic? 

 Do I state my claim, i.e., the thesis statement? 

 Do I give a brief preview of my topic and main points? (Do I briefly tell them what I am going to tell 

them?) 

 Is my introduction well-prepared? 

 Does my delivery create the illusion of spontaneity? 

 

Body:  

 Do the main points support the thesis statement? 

 Are the main points broad enough to include subpoints? 

 Are the main points presented in a logical order? 

 Do the subpoints logically support their corresponding main points? 

 Do I have at least two, but no more than five, main points? 

 Is the delivery of the body of the speech extemporaneous? 

 Do I maintain audience attention? 

 

Conclusion: 

 Do I briefly summarize my main points and rephrase or restate my thesis? 

 Do I create logical and psychological closure? 

 Do I conclude with a clincher that both verbally and nonverbally signifies closure? 

 Is my conclusion well-prepared? 

 Does my delivery of the conclusion create the illusion of spontaneity?  

 

Delivery: 

 Do I connect with the audience via movement, eye contact, and gestures? 

 Do I engage in vocal variety, e.g., rate, pitch, volume, pauses, inflections, etc. 

 Do I project and articulate my words so that I am understood? 

 Do I use my notes effectively without becoming note-dependent? 

 Do I convey enthusiasm/excitement for my topic? 

 Do I appear confident, knowledgeable, trustworthy, and credible?  

 Am I prepared but not over prepared? 

 If I use visual aids, do they enhance without detracting from the message? 

 Do I adhere closely to the time limit? 

 

Outline: 

 Do I have two copies of my outline, i.e., one for myself and one for the instructor? 

 Is my outline typed? 

 IF I use research, is a bibliography attached to the outline? 

 Does the outline follow the format of the “Sample Speech Outline” handout?  For example, is the 

introduction and conclusion written in its entirety in full sentences but the body of my speech written 

in short statements to allow for extemporaneous delivery? (Note, please do not read the intro and 

conclusion from your outline.) 

 Is my thesis statement included in the introduction? 

 If I have a subpoint A, do I have at least a subpoint B?  If I have a subpoint 1, do I at least have a 

subpoint 2?  
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