
Dear students of class 12/ENG1, 

unfortunately, we are back in that unpleasant situation where you have to stay at home while 

I prepare tasks for you. I hope you all are well, please take care! 

In our last lesson together, we started working on campaign speeches for a fictitious mini 

presidential election in class.  

Your first task for Wednesday, November 11th, is going to be to finish these speeches on your 

own. You should have some notes from the last lesson that you can use now to complete the 

whole speech. 

Below you find the worksheet from last week including the task and also a little help on how 

to write a speech. 

You will have to send in your speeches until Friday, November 13th, via mail to 

bergmann@gymba.de! Your work is going to be graded! 

Stay healthy! 

P. Bergmann 

mailto:bergmann@gymba.de




 

 

 

 

 



How to write a speech 

 

Getting started: the nature of speeches 

In contrast to written texts – where the author does not face his readership and their reaction – a 

speech usually brings the speaker and his audience into immediate contact. To choose the 

appropriate subject matter, tone and wording of a speech, the speaker must consider the following 

questions: 

• What is the role of the speaker? 

• What is the topic of the speech? 

• On what occasion is the speech given? 

• With what intention is the speech made? 

• Who is being addressed? Who is the audience? 

• What kind is language (register) would be adequate? 

 

The structure of speeches 

A speech contains three parts: the introduction, the body and the conclusion. 

The three parts: Ideas and advice Useful phrases 
 

Introduction: In the introduction you establish contact with your audience; you want to grab their 

attention. You can create a positive atmosphere by making a funny or interesting remark. Then you refer to the 
topic of your speech, your audience and the occasion. 

 
1.  Greet the audience politely. Thank  
     them for the invitation. State your  
     topic and its importance. 
 
2.  Catch your listeners’ attention with, e.g. 

• a provocative statement or question 

• a surprising fact of trend 

• a new discovery 

• an eye-opening experience 

• an anecdote, joke or quotation 
 

3.  State your aim. (Outline the structure of your 
     speech.) 

 
Ladies and gentlemen, … 
It is an honour for me to be here today … / to speak 
to you about … 
I feel greatly honoured by your invitation. 
As some of you might know, since my early 
childhood I have taken a special interest in … 
You might all remember XY who said many years 
ago, “…” 
We are here today … 
Today, I would like to tell you a little about… 
In this time of great (uncertainty.…), it is especially 
important / significant / salient  
to … 
Hence, … /Thus I would like to introduce you to … , 
before I explain to you how … . I will then conclude 
by highlighting / drawing to your attention the facts 
about … / emphasising how … 
 
 
 
 
 
 
 
 
 



 

Main part: Depending on the topic and purpose of your speech, you can keep your listeners’ attention by … 

 
1. developing your ideas step by step, either in 

• chronological or topical order,  

• from the least to the most important    
      idea            

• alternating arguments for or against  
    an idea;  

• according to cause and effect,  

• problem and solution,  

• or advantage or disadvantage 
 

2.  backing up your ideas with background info.   
    
3.  giving examples to support your statements. 
 
4.  dividing your speech into clear units  
     (paragraphs). 
 
5.  linking the parts of your speech. 
 
6.  repeating and emphasise important points. 

 
In my opinion / view, … 
To my mind, … 
I am of the opinion that … 
I hold the view that … 
My own view of the matter / the problem is that … 
First of all, people should be aware of the fact that … 
First, … / Second … / Third … 
In addition, one mustn’t forget that … 
Furthermore, … / Moreover, … / Besides, …  
In contrast to …, it mustn’t be overlooked that … 
Above all, … 
With regard to …, …  
However, … / …, however, … / …, though, … 
For example, …  
I am sure / convinced that … 
It seems to me that … 
Personally, I firmly believe that … 

One the one hand …. , on the other … 
Surely, everybody will be happy about … 
Obviously, nobody expects … 
Clearly, it is necessary that … 
Undoubtedly, the risk of … should not be 
underestimated. 
Surprisingly, not many people know that … 
Interestingly, experts have predicted that … 
Strangely / Oddly enough, it has been claimed 
that …  
Luckily, nobody expects that ... 
 
(For other suitable useful phrases, please refer 
to your “How to write a comment “ word lists.) 

 

Conclusion: In the conclusion you repeat the main points and refer to the audience again. 
 
1.  Come to a convincing end, e.g. with one 
     of the following … 

• a short summary 

• a quotation 

• a call for action  

• a look into the future 

• a rhetorical question 

• a promise 

• an appeal 

•  
2.  Finish your speech clearly. 

 
Let me conclude with the words of … who once said 
that… 
I am hoping for … Thank you for listening / for your 
attention. 
All my evidence points to one direction: …. 
Looking at all the facts and figures, I have to draw 
the conclusion that … 
All in all, we could say that … 
To sum up, there is no doubt that …  
In conclusion, … / To conclude, … 
What it all boils down to is the following: … 
Let us all work together to … 

 

 

 


