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An impromptu action is one that you do without planning or
organizing it in advance.
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The speech, you have to concentrate on controlling your tone

while talking to the public. A controlled tone will mean command
of the language as well as knowledge of the subject.
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What are the characteristics between impromptu and
extemporaneous?
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Both impromptu and extemporaneous speaking are public

speaking styles where a person has limited time to prepare a

speech. Impromptu is more “spur-of-the-moment” and extemp
has more time of "limited...
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What is the difference between Manuscript and impromptu
speeches?
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Manuscript is when you read from a teleprompter. Impromptu

Is when you give a speech without a paper or memorizing it
beforehand.
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An impromptu speech is easily the most difficult form of public
speaking assignment. It's a type of speech that will not give you
enough time to prepare. You will be asked to speak in front of
everyone out of the blue in order to talk about the specific subject.
But even with little to no preparation, you are still expected to
deliver a great speech. A badly delivered speech is inexcusable
even though you didn't have any time to prepare. You'll still be
viewed as a bad speaker if you are unable to have a compelling
speech with little to no preparation.
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When you're asked to deliver a public speech without prior
notice, you need to prepare as fast as possible. It could only be
seconds or minutes before you actually stand in front of everyone
S0 you need to grab every opportunity to prepare. You can't just
stand in front of everyone without thinking about the speech. This
can easily lead to disaster as you didn't have any thought on what
you should talk about. If you're not an experienced speaker, your
first sentences could easily lead to disastrous consequences.
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The first thing you have to do when asked to promptly speak
in public is to look for a pen and paper. This will really help you
control your thoughts. Because of time constraints, you have to
create the flow of your speech and this can be done by creating

an outline. This will help you concentrate on what you need to
talk about instead of delving on too many subjects.
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The first thing you want to write down on your notes or at least
remember is the launching point. This should be your main topic
in your speech. Because you don't have a lot of time in your
hands, you don't have to create multiple points in your speech.
Write the main topic and support them with additional information
that you already know.
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Be sure to choose the launching point well. Don’t choose any
topic that you vaguely remember. You've been selected for a

reason and that is your expertise on the said subject. Focus onthe
said subject so that you can easily deliver facts and information.

The First and Last Line: 1)-!-;"7‘3 Ja¥1 ylawdt
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One of the best ways to ensure success in an impromptu
speech is to write down (or at least remember) your first and last
line. These are the words that will be often be remembered by
your audience. Create a compelling introduction so that you can
easily draw your audience to the topic you are about to discuss.
As a conclusion, you can summarize what you have just said or
you can simply emphasize a point you just made.
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A simple trick is to use a quote. It doesn't have to be a familiar
quote but should be related to your topic. With a quote, you
can slowly expand your speech as you support the quote with
information that you already know.
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Panicking and uneasiness is a common reaction even for
professional speakers when they are asked for an impromptu
speech. Talking to a crowd with very little preparation could easily
go wrong. With very little preparation, not enough information
might be gathered and the audience might not be informed or at
least entertained.
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Panicking only increases the chance of giving a bad speech.
Take a deep breath before you go up the stage or stand in front
of everyone. If you have a minute or two to prepare; close your

eyes and breathe slowly but deeply so that you can control the
blood flow in your body which could help you relax.
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With your small notes and quotes to help you deliver your
speech, there is one more thing that you have to take care: the
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tone of your voice. Because you can't rehearse for the speech,
you have to concentrate on controlling your tone while talking to
the public. A controlled tone will mean command of the language
as well as knowledge of the subject.
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An impromptu speech will unnerve the best public speaker.

One of the most daunting experiences a person can face is the
request to deliver a speech without notice.

32 e s Leade GG 53 eadl Gulidl (e S ke ) Sas
La3ta cipieSs e LSAWI ol ol Pl g i 31 atual ggga il
alaeiad e
When caught off guard, many people can suffer extreme
anxiety about speaking off the cuff. That's why smart people are
always prepared.
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Teachers will sometime assign impromptu speeches based on
homework assignments. While this may seem like a cruel trick
from a student’s point of view, it is actually great preparation for
fife.
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Adults often find themselves called upon to stand and deliver
at social events, business meetings, club meetings, and family
gatherings.
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What if this happened to you? Would you be prepared?
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An Impromptu or Unexpected Speech:
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Rarely will you be asked to stand and deliver a speech with
no warning and no time to organize your thoughts. This would
be unusual in the classroom, unless the teacher is attempting to
make a point about the importance of preparedness.
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Nonetheless, at some point in your life you may be asked to
speak without notice. There are a few things you can do to avoid
panic and embarrassment.
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1-Grab a pen and a piece of paper, whether it is _a napkin,
envelope, or the back of a piece of paper you have on hand.
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2-Feel free to acknowledge that you have not prepared for a
speech. Do this in a professional way! This should not be an
attempt to garner pity, but rather a way to put yourself and your
audience at ease. Then, excuse yourself for a moment and
take time to jot down a quick outline. Zone out the audience.
They will be okay chatting and sipping water for a minute.
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i- Jot down interesting or significant points about your topic, which
will be related in some way to the event you're attending. If it
is a homework assignment you are addressing, for instance,
write down your impression of the assignment or anecdotes
about your time spent on it.
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Was it difficult? Why? Did you run into any road blocks during
this assignment? Did you have the material you needed? Did
your little brother interrupt you several times?
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If you do nothing else, write down an introductory sentence
and an ending sentence,
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Your ending line is particularly important. If you can walk away
gracefully, your speech will be a success. Keep your zinger for last.
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4-Hijack the topic. Your goal is to deliver a one-sided conversation,

off the cuff, so you are in complete control. Relax and make

it your own. If you want to make this a funny story about your

pesky little brother or son who always bothers you during
homework time, then do it. Everyone will applaud your effort.
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5-Begin with your introductory sentence, elaborate, then start

working your way to your ending sentence. Fill in the middie

space with as many points as you can, elaborating on each

one as you go. Just concentrate on the zinger you've reserved
for the end.

Noa 8 ,Sa S 1 aaailly Coele¥ Lle 585 cuamt wlesuds oLl - 6
OS5l 2 s s LI B 5 L (gt g S0 Y g L
Blad Jo HSB U (asly ey o Al yaa 3 g 5,58 slusl b <4
& plosiill (pe aa 1 GasS By g iliads e 5 Hlardly LBLalS

-As you deliver your speech, concentrate on diction and tone.

If you are thinking about this, you are not thinking about the

eyes watching you. This really works! Your mind can'’t think

about too many things at once, so think about enunciating

your words and controlling your tone, and you'll maintain more
control.
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What if You Draw A Blank?
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if you have time before your speech, create an outline of
the major themes or points and commit it to memory with a
memorization trick, like an acronym. Don't try to remember
the entire speech in detail like this; just remember the order of
important points.
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if you suddenly lose your train of thought or draw a complete
blank, there are a few you can do to keep from panicking.
LS eday ale¥t g catsdl I 0,00 . had (g aBsT Bl yall - ]
e 5ah B A VY Alas i s =S )
1- Pretend like you're pausing on purpose. Waik back and forth
slowly, as if you're letting your last point sink in.
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2-There is always a joker or popular person who will stand out

in the crowd. Stare at someone like this and try to draw a
response from him or her while you think.
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3- If you need more time to think, you may want to ask the
audience a question. Have a few prepared ahead, like "Do you
have any questions,” or “Can everyone hear me okay?"
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44f you still can’'t remember what to say, make up a reason to

pause the speech. You can say, “I'm sorry, but my throat is

very dry. Can | please get a glass of water?” Someone will

go to get you a drink, and you will have time to think of two or
three points to talk about.
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If these tricks don't appeal to you, think of yg)ur own. The trick
is to have something ready ahead of time.
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«Impromptu Speeen? ..
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If you are known as an experienced presenter or as an expert

on a particular subject, you will certainly be asked to give an
impromptu speech at one time or another. Rather than declining
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or becoming tongue-tied, you should view this with enthusiasm
as a great opportunity to shine as a speaker. How can you make
sure that this will be the successful outcome?
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Be prepared with a second presentation. We have heard and
read that Mark Twain said “It usually takes me more than three
weeks to prepare a good impromptu speech.” But, you ask, how
can | prepare if it is impromptu? If you are already presenting as
part of a program or seminar, there is always the chance that
one of the other speakers may not show up. Check to see what
other topics are going to be covered, and if you have background
in these areas, be prepared to give a second presentation. If
not, have a second presentation ready that you could offer as

a substitute. You would be surprised at how often this situation
arises due to travel problems.
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Be willing and able. You just arrived for an evening or afternoon
of listening to a presentation in the area of your field of expertise,
when the chairman rushes up to you panicked. The speaker isn't
going to get there, could you help out by taking his or her place?
If you say “no” you will be thought of an “uncooperative” but if you
say “yes” and do a poor presentation, it could hurt your reputation
as a speaker and expert. | suggest saying, “yes” but also asking
the person who is introducing you to stress “what a good sport
you are to fill in.” Again, however, it doesn't hurt to be prepared if
you will be attending a program in your field of expertise. And, it
should be a habit to dress well for every occasion, as if you might
end up in front of the group. There is always the possibility that
you will be asked to fill in for someone else.
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Organize your thoughts. Hopefully, you will have some time to
organize your presentation before you are "on stage.” If it is not

too obvious, take a walk to a secluded area where you can think
through your opening remarks {usually a good story that you've
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told many times will suffice); what three major points you will
make (there are different structures that work well, for example,
the past, present, and future); and what will be your conclusion
(a strong closing story or a call to action will both work to your
advantage). If you can't slip away, think of these while sitting in
the audience.
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Take the platform with enthusiasm and confidence. Even
though it is understandable that you will feel some apprehension
in an impromptu experience, visualize yourself as confident and
excited about the opportunity to present to a group who will be
so happy and receptive that you have agreed to “save the day.”
Remember that, on the whole, most audience members want you
to succeed, and if the introducer has done his or her job you will
be greeted with relief and pleasure. Take a moment to breathe
and establish rapport. Once you start and have the audience with
you, your nerves will vanish.
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Never, never apologize or make excuses. The minute a presenter
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starts to apologize and make excuses, he or she robs him or herself
of credibility, and the audience prepares for a mediocre or average
presentation. Think of yourself as the hero or heroine and give the
very best speech you can give on such short notice. You wouldn't
have been asked if you weren't up to it.
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Avoid the common blunders. if you haven't had sufficient time
to prepare, you must be careful not to ramble or stray from the
main subject. A good practice when giving any presentation,
impromptu or not, is to decide what your main point or view is,

support it with facts and arguments, and stick to it. We've all heard
speakers who talk on and on without saying anything important.
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Enjoy the appreciation! Once you are finished, let the audience
have time to clap and show their appreciation for a job well done.
| have seen so many speakers so eager to get back to their
seats, they don't give us time to let them know how happy we are
that they have shared their knowledge with us. And, appreciate
yourself too! If you forgot to say something you planned to say, or
think of something you should have said, no one else knows that.

Be happy with what you did! We are all too hard on ourselves!
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