Formal and Speaking Outlines
Formal Outline

This example is the formal outline that should be constructed as preparation for every presentation you give. The outline should be in this format, complete with full sentences and grammatically correct format. The outline will include sources with a proper APA internal citations and work cited list. 
Remember, all outlines are 1 sentence per number or letter. If you have a 1, you must have a 2. If you have an A, you must have a B. 

As this is an example, please remove all prompts from your final draft. 

Title: South Florida Scuba Diving
Specific Purpose: To Inform my audience about the different locations to scuba dive in Florida

Introduction 

I. Get their attention Picture yourself in the most peaceful environment you can imagine.
II. Reveal your topic by linking your attention getter to your topic and introducing yourself. Let’s talk about locations to go diving in Florida. 
III. (If your audience does not know you, OR you have not been introduced, provide your name here)
IV. Provide a statement that shows goodwill toward your audience. You live here!
V. Provide a statement that shows your authority on the subject. I’ve been SCUBA certified for 10 years and love the serenity of the water.
VI. Thesis: There are many beginner level dive locations a short drive from Boca Raton.
Body
I. Key Idea #1 Diving in Pompano Beach is right around the corner.
a. Support: You can dive right off the beach.
b. Support: Once in the water, you will notice the ledges (www.force-e.com).
(Transition:  If you’re more into sport than recreational diving, try the Gulf of Mexico.
II. Key Idea #2 If you want something a little more sport-like, try the Gulf of Mexico.
a. Support: There is little coral in the gulf, but many rocks and wrecks.
b. Support: Once in the area, many like to spearfish while diving (www.floridamarineguide.com).
(Transition:  If your looking for something more tropical, try the Florida Keys.
III. Key Idea #3: My favorite location is Key Largo
a. Support: Most reefs in Key Largo are “marked reefs”.
b. Support: Lobster hunters often dive the waters in Key Largo (White, 2007). 
Conclusion
I. Transition to the conclusion: Scuba diving can be a great experience in any area of Florida, depending on what you are looking for.
II. Summarize the most important point in your speech: My favorite spot is Key Largo, it has everything you could want in a diving experience and is only 2 hours away.
III. Provide a closing statement that is memorable: Once you try it, you’ll be hooked.
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Speaking Outline
The speaking outline should be constructed from your formal outline. The outline should be use key words, phrases and prompts to keep you on track and speaking extemporaneously (rehearsed without memorizing). The outline will include spoken citations.
There are different types of speaking outlines. It is important that you figure out the best option for your abilities and comfort level. In addition, you should adjust the amount of information on your speaking outline after rehearsing. If you find yourself struggling, you may need more information. If you find yourself reading, you likely need less information.
Regardless of your skill level, you must learn how to speak from notes. While you may be comfortable speaking for 3 – 4 minutes without notecards, a formal 20-minute presentation will need a speaking outline in order to achieve the highest impact. You are required to use a speaking outline with each of your presentations.
Slides

1. Use the notes section on each slide. 

2. Use key words only, ensure they are large enough to see at a glance.

3. Rehearse with the notes in slide presentation mode within the software.

4. Do NOT read off slides. Never turn to face your slide projections. 

Notecards
1. Use single notecards, front only with “page numbers”. 

2. Use key words only, ensure they are large enough to see at a glance.

3. Rehearse with the notecards.

4. When presenting keep notes on a lectern or down at waist level as to not distract the audience. Do not gesture with cards.  

Single Sheet or Digital Document
1. Use front only OR a digital document that does not require scrolling.
2. Use key words only, ensure they are large enough to see at a glance.

3. Rehearse with the notes.

4. When presenting keep notes on a lectern or down at waist level as to not distract the audience. Do not gesture with cards.  

