
4 STEPS WHEN PREPARING 
YOUR SPEECH



00 PREPARATION

Preparation is the key to a good speech 
or presentation. 

The speech or presentation is like the tip 
of an iceberg, because that is what the 
audience sees. 

What the audience doesn’t see, the 
preparation is like part of the iceberg 
beneath the water.  

Turn off your computer to get some 
perspective on your speech or 
presentation.

Turn off your computer



HAVE AN EAGLE 
VISION

#1



#1 Have an Eagle Vision

The speaker

The subjectThe audience

What do you know 
about the subject?

Why are you speaking 
about it? 

What expertise do you 
have? 

What insights can you 
share with the 
audience? Etc.

What do you know 
about the audience? 

What do they know 
about you? 

Do you have authority 
over them? 

Do they have authority 
over you? 

Etc.

What does the audience know about the subject? 

Do they like the subject? 

Are they afraid of it? 

Are they bored by it? 

How is the subject relevant for the audience? 

The purpose of this first step is to get as clear a 
picture as possible of the key components of your 
talk. Like an eagle, you want a broad vision of the 
landscape before narrowing your focus on your target.

PURPOSE

Make a triangle: 

- At the top, write your name  

- At the bottom left, the name of the 
audience 

- At the bottom right, the subject of 
your speech or presentation. 

Think about the relationship between 
the 3 cornerstones and write a few 
notes along the sides of the triangle 
about each.



DEFINE YOUR 
 OBJECTIVE

#2



#2 Define your objective

Some possible objectives for your 
presentation:  

- you want people to take some 
action 

- you want people to be aware of 
certain information 

- you want to bring about a change 
in the society. 

The purpose of this second step is to clarify your 
objective of the talk. At the end of your speech or 
presentation, the audience should be changed in 
some way. What is your objective for the talk? What 
do you want the audience to do when your talk is 
over?

PURPOSE



WHAT IS YOUR KEY 
MESSAGE?

#3



#3 What is your key message?

Think about what you want the 
audience to remember even if they 
forget everything else that you have 
said.  

Then, write your entire presentation in 
one or two complete sentences. Not 
bullet points!

The purpose of this third step is to help you get to the 
heart of what you want to say. A speech or 
presentation should be built around a key message. It 
is fine to have more than one key message, but I 
would only have two or three at most. The more 
messages you have, the more complicated your talk 
will be; the more complicated the talk, the less likely is 

PURPOSE



WHY SHOULD THE 
AUDIENCE CARE?

#4



#4 Why should the audience care?

Some questions you may need to 
answer: 

- Why your audience should care 
about your key message?  

- Why is it important for them?  

List the reasons. If you know the 
reasons why the audience should 
care, you have the basis for a 
meaningful speech or presentation.

The purpose of this fourth step is to be clear about 
why your audience should care about your key 
message. 

PURPOSE



00 CONTACT US

www.fundacionactivate.org
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