
Speech Writing Format for O Levels
1. Introduction

A. Address the Audience: Begin by addressing the audience appropriately. For instance,
"Good morning respected teachers and fellow students."

B. Introduce Yourself: Briefly introduce yourself if it's your first time speaking to the audience.

C. State the Purpose: Clearly state the purpose of your speech. For example, "Today, I will talk
about the importance of environmental conservation."

2. Body

A. Main Points: Organize the body of your speech into clear, distinct points. Typically, you
should have 3-4 main points.

B. Supporting Details: For each main point, provide supporting details such as facts, statistics,
anecdotes, or quotes.

Example Structure for Main Points:

1. First Main Point:
○ Explanation
○ Supporting evidence (facts, statistics)
○ Example or anecdote

2. Second Main Point:
○ Explanation
○ Supporting evidence
○ Example or anecdote

3. Third Main Point:
○ Explanation
○ Supporting evidence
○ Example or anecdote

C. Use Transitional Phrases: Ensure smooth transitions between points to maintain the flow of
your speech. Phrases like "Furthermore," "In addition," and "On the other hand" can be useful.

3. Conclusion

A. Summarize Main Points: Briefly recap the main points of your speech to reinforce them.

B. Call to Action: If applicable, include a call to action to inspire your audience to take specific
steps related to your topic.



C. Closing Remark: End with a strong closing remark that leaves a lasting impression. For
example, "Together, we can make a difference in preserving our planet for future generations."

D. Thank the Audience: Always thank the audience for their time and attention. For example,
"Thank you for listening."

4. Delivery Tips

A. Practice: Rehearse your speech multiple times to become comfortable with the content and
delivery.

B. Eye Contact: Maintain eye contact with your audience to engage them and show
confidence.

C. Voice Modulation: Use variations in your tone, pace, and volume to keep the audience
interested and emphasize key points.

D. Body Language: Use appropriate gestures and maintain good posture to convey confidence
and enthusiasm.

Sample Speech Outline

Topic: The Importance of Environmental Conservation

Introduction:

● Good morning respected teachers and fellow students.
● I am [Your Name], and today, I will talk about the importance of environmental

conservation.

Body:

1. First Main Point:
○ Explanation: The alarming rate of deforestation.
○ Supporting Evidence: Statistics on forest loss.
○ Example: Impact on wildlife habitats.

2. Second Main Point:
○ Explanation: Pollution and its effects on health.
○ Supporting Evidence: Facts about air and water pollution.
○ Example: Case study of a polluted city.

3. Third Main Point:
○ Explanation: Benefits of renewable energy.
○ Supporting Evidence: Data on renewable energy sources.
○ Example: Success stories of countries using renewable energy.

Conclusion:



● Summarize Main Points: Deforestation, pollution, and renewable energy.
● Call to Action: Encourage everyone to reduce waste and use eco-friendly products.
● Closing Remark: Together, we can make a difference in preserving our planet.
● Thank the Audience: Thank you for listening.

This format and outline can help you organize and deliver a compelling speech for your O
Levels.


