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	TIMING YOUR SPEECH



	Concept


	   To time your speech accurately


	Aim
	·  To be precise with the timing of the introduction, the body and the conclusion so that the speaker will never run over the allocated time
· The formula will make it easier to put your speech together


	How it works
	Pre-meeting

The following formula can be applied to preparation of any speech whatever its length may be:
1. Introduction = 10 to 15% of total time

In a 10 minute speech the introduction should be no longer than 1-1 ½ minutes which is 10 - 15% of your total allotted time. 

Assuming that normal speaking speed is approximately 100 words per minute then the introduction should be approximately 100 to 150 words. An introduction should grip the audience’s attention and give the guide to the main body of the speech.

2. The conclusion should be the same length as the introduction and should round off the speech. This should be achieved by making an appropriate point or referring back to the introduction.

3. Assuming that a total of 3 minutes are taken for the introduction and conclusion, there are 7 minutes left for the main body of the speech. Always take 10% of your allocated total time off the main body so that there is never any danger of running out of time. 

     Split the main body of the speech into sections and allow appropriate time for each section. e.g. sections to the main body = 2 minutes per section


	Tips
	Adopting this formula for a speech has several advantages:

· It will make it easier to cope with any length of speech

· The speaker should never run out of allocated time

· It will be easier to give a more interesting speech when it is broken up in this way 
· Always practise your speech OUT LOUD in front of a clock.

	Pitfalls 
	

	Possible Topics
	

	Contact Person
	Cleveland  - Pam Tranter
Phone:  3206 0757 or 0408 550 435  Email: tranterp@iprimus.com.au

	Your ideas for improvement
	Once you have used this technique jot down your ideas for improvement

· ……………………………………………………………………………….
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