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Welcome to How to Write Speeches and Presentations, a book written specifically for those who want to improve their writing skills and apply them to writing speeches and presentations. The book is based on writing workshops that I have taught for corporate clients and other writers. This book is for you if you are looking to:

- become a more efficient and effective writer;

- organize your thoughts before you write;

- write for a defined audience and engage that audience;

- make your points in a clear, concise, focused manner

- apply your writing skills specifically to speeches and presentations.

If you are like me, you fear the blank page (or screen). You see it as an empty vessel you have to fill with words—only you are not quite sure which words to use or how to order them—how to start and how to end. And then you have to speak the words. 

Having a speech or presentation about which you are confident makes the delivery easier. As Jerry Seinfeld says, "According to most studies, people's number one fear is public speaking. Number two is death. That means to the average person, if you have to go to a funeral, you're better off in the casket than doing the eulogy." If you are confident in your words and writing, you may still have butterflies (or wish you were in a casket) but the overall delivery will become that much easier.

Perhaps you are not like me. Perhaps you love the blank page. You view it as an opportunity to create. However, you may feel your creations take too long to come to fruition. You start, you stop, you start again. Moving forward is a slow, painful journey, and you often feel that you've missed your mark when you are done.

Welcome to the wonderful world of writing. And, for mysterious reasons—maybe it has to do with the fear of public speaking—it is that much more difficult when you are writing a speech or presentation.

My hope is that this book will help you overcome the feeling of intimidation. If you don't feel intimidated by the blank page, my hope is that the book will simply help make you a stronger, more confident, writer and speaker.

In both cases, this book will help you write in a more focused manner and will help you effectively structure your written communication when writing speeches and presentations. (If you want to write more effective articles, media releases, case studies, blog posts and social media content, please see Fundamentals of Writing: How to Write Articles, Media Releases, Case Studies, Blog Posts and Social Media Content - www.paullima.com/books.)

How to Write Speeches and Presentations focuses on the writing process to get you thinking about your audience, purpose and desired outcome before you start to write. Then it helps you create an outline and effectively write in a clear, concise, well-structured, focused manner. You will come to understand the importance of following the writing process because, simply put, writing is a process. To improve your writing, you need to understand the process and apply it in a dedicated and disciplined manner.

Note: This is the first edition of the book. The book should be 99.5% error-free. If, however, you like to play "spot the tpyo," feel free to let me know if you find any typos, or if you have any other comments about the book. Feel free to email me at info@paullima.com.

Paul Lima

www.paullima.com
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1 / Importance of Creativity
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If I may start with a slightly sexist quote, one that was stated many years ago and would not have been considered sexist at the time:

"A good speech should be like a woman's skirt; long enough to cover the subject and short enough to create interest."  ― Winston S. Churchill

Sexism aside, what Churchill, former prime minister of Great Britain and a prolific speaker and writer, says is true. You want your speech to be of interest to your audience and you don't want to go on and on and cause your audience to lose interest.

Writing is considered an art by most fiction writers, one that involves a great deal of creative thought. For the rest of us—those who write business documents, articles, case studies, media releases, blog posts, social media content, web content, speeches and presentations and even non-fiction books—writing is a craft. However, even a craft involves at least a modicum of creative thinking. Technical competency and understanding the structure of the document you are producing are important. However, unless you are producing a price list, it is difficult to imagine writing without a degree of creative ability.

With that in mind, we are going to do several creative exercises in this and the next chapters that you will be able to use to loosen up before you start to write and will be able to apply to writing your speeches or presentations. All will be explained as we move forward.

We will then look at critical work you need to do before you write a speech or presentation. However, before we look at pre-writing work, let's look at something that can interfere with creativity, or what I call your internal critic or censor.

Writing seems to be painful in some way for almost everyone. For instance, when it comes to spelling and grammar, English is a convoluted and inconsistent language. For many of us, including me, spelling and grammar—let alone stringing words together in coherent sentences—can be frustrating. That frustration might include some early memories of grade school teachers who seemed to relish slashing thick red marks through your earnest writing efforts. For me, that would be Mr. Conron, my grade five teacher. As confusing as the rules are, having a teacher crush your work under the weight of red slashes can make the act of facing the blank page an intimidating endeavor.

My internal critic/censor, Mr. Conron, would not give me a pen in grade five, the year students graduated from pencil to pen. Instead, he made me use a pencil all year because I could not spell well or write neatly enough to earn my ink, so to speak.

But there was a reason for this. Writing, to me, was complicated. All those rules and exceptions to them. Who could keep track? Maybe you, but not me.

It is "i" before "e" except after "c," isn't it? Oh, unless the word has an "aye" sound as in neighbor. If that is the case, how do you account for "weird"?

When it comes to writing rules, that word is just, well, weird. So my writing was messy because I could not spell! When you don't know if it's "i" before "e" or "e" before "i" you make a chubby "i" and a skinny "e" and put the dot right in the middle, hoping to fool the teacher, which I seldom did.

I battle Mr. Conron whenever I attempt to master the art of writing. When he rears his ugly head, I say, "Get thee behind me, Satan!"

And I keep on writing—through typos and grammatical errors, through incomplete sentences and incorrect words. I write until I have finished an error-filled first draft and then I laugh in his face. Because I have learned something about writing: writing is a process. First, you create, and then you correct. Mr. Conron (and Word's automatic grammar and spell check) be damned!

Even before you create, there are steps you need to take to become a more effective and efficient writer. However, before we look at the writing process in detail, answer me this: You, too, have an internal censor. Who is it? Take a moment. Identify your critic/censor. Name him or her. Give him/her a nickname (like Satan). Place your thumb on the tip of your nose and wiggle your fingers at him/her. Go on. Do it. Say your critic's name out loud and thumb your nose at your Mr. Conron.

There! Doesn't that feel better?

Now pick up a pen. Find a sheet of paper. And write about your internal censor/critic, and what impact he or she had (or didn't have) on your writing. Write without stopping or correcting yourself. Screw spelling, grammar and neatness. Just write, write, write. Write as if you were freefalling—falling from an airplane without a parachute. Nothing can stop you. Not grammar. Not spelling. Not Mr. Conron. Take five or ten minutes and write, write, write ... . Doesn't matter what you write or where you go. Just write.... Don't censor yourself. Consider this for your eyes only. Abandon your internal censor.

On your mark ... Get set ... Write!

Write about your internal censor for 5 minute or so,and then read on.
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