Informative Speech Packet
Assignment:  To research, develop, and deliver a 4-6 minute extemporaneous informative presentation complete with formal sentence outline, MLA Works Cited, and Visual Aids

Topic Selection:  All Topics must be approved

· Topic may include any subject which increases the general knowledge of the audience

· Topic may not be of a persuasive nature

· Topic should be one which is appropriate and interesting for the target audience

Research:  

· Research should be credible, authoritative, current, and relevant for the topic

· Research should include at least three sources

· Research should be cited both vocally within the speech and in a MLA formatted works cited which should be at the end of the formal outline

Development:

· Research should be organized into a formal complete sentence outline 

· Outline should follow a logical informative speech organizational plan

· Outline should  precisely follow the example and guidelines required by the instructor

Content:

· Content should include elements of effective speech-making :

· Introduction:  Attention-getter, preview, thesis

· Body:  Transitions, Sign Posts, Supporting Material

· Conclusion:  Brakelight,  Recap, Clincher

· Content should include a variety of support devices such as examples, anecdotes, statistics, quotes, compare/contrast, analogies, and narration
· Each point should be fully supported

Visual Aids:

· Presentation should include at least three visual aids.

· Visual aids should not be guided merely by number but by the need for visuals in the speech

· If a student uses PowerPoint which includes pictures, graphs, etc. the student must still supply at least one additional visual aid such as a object, poster, or model.

Delivery:

· Speaker should be thoroughly comfortable with content which shows evidence of thorough rehearsal

· Speaker should maintain appropriate eye contact, vocal rate and volume,

· Speaker should present a credible appearance in both dress and demeanor (no jeans, tennis shoes, hats, coats, or slouchy appearance.

· Speaker may use a single page of speaker’s notes or up to six notecards

Name:________________________________

CRN#:________________________

Informative Grading Rubric
Speech Elements = 25 points
Introduction:

· Attention Getter, Preview, Thesis, 

· Established Connection/Relevance to Audience

Body:

· Logical Organizational Plan, Clear Main Points

·  Transitions/Internal summaries/Signposts

Conclusion:

· Brakelight, Recap, Clincher
Topic Support: = 30 points

· Major Points are fully supported by  credible research

· Research is supported with vocal citations

· Support includes a wide variety of support devices

Visual Presentation: = 15 points
· Visual aids meet requirements
· Visual Presentation is appropriate for content
· Visual Aids are collegiate and utilized appropriately
Delivery: = 10 points

· Professional image in both attire and demeanor
· Excellent vocal tone and nonverbal communication 
General Deductions:     

Time: 4- 6 minutes      _____________    Extemporaneous Delivery: _________

Total Score:

Topic Submission: 
_________/5
Annotated Bib Score:  ________/15

Outline/Works Cited: ________/25

Presentation Total:      _______/80

Sub Total:                      _______/125

Deductions:                   ________

TOTAL SCORE:             _________/125
Assignment #1: Topic Submission Sheet

(Please print legibly and use black/blue pen.)

Name:  ____________________________________

CRN:   ___________    Class Times:  ____________
Topic:  ____________________________________

Audience Analysis:  I believe this is a good topic for my audience because: __________________________________________________ ____________________________________________________________________________________________________________________.

Background Research: (list the complete name of website, book, or media along with a brief summary of the source.)
(1)  Source:  __________________________________________________________________    

Summary:_________________________________________________________________________________________________________________________________________________ 

 (2)  Source: __________________________________________________________________
Summary:_________________________________________________________________________________________________________________________________________________
(3)  Source:  __________________________________________________________________
Summary:_________________________________________________________________________________________________________________________________________________
Back-up Topic:______________________________________________________________

Assignment #2:  GHC Library Tutorial

Quiz Date:________________________________

Complete this activity at the GHC Online Library Learning (www.usg.edu/galileo/skills).  You should read each section and then assimilate that information to answer the following overview questions. Study this information carefully as your speech sources will be evaluated based on the knowledge you gain from this exercise and material from this tutorial will also be evaluated through a graded quiz later in the semester.  
Unit 2:

1. What is background information and why is it important?

2. Where can you find background information?
3.  Kristen use Galileo for her sources.  Why did she find this source helpful?
4. How did Kristen and Lara prepare differently for their speeches? Give specific details of how each girl prepared. 

5. What are the main lessons learned from their different approaches?  
Unit 4:

1. How are databases useful tools in the research process?

2. What is the difference between a bibliographic database and a full-text database?
3. How are metadatabases different from a single database?

4. How could you use a Boolean search to help in the research process?
5. What do you think are some important things to consider when conducting a keyword search?
6. How is truncation a useful research tool and give create an example of how you could use truncation to help in your research? 

Unit 5:

1. What does Galileo stand for and why is it helpful?
2. What is the current password for Galileo?
3. What is the acronym for the Georgia Libraries Journals List?  What is this?
4. What is the difference in a scholarly vs popular article?
5. Go online and use Galileo to search for The Last Lecture by Randy Pausch?   What did you discover about its availability through Galileo?  Is it available in the GHC library?  Can you view it online as an electronic book (e-book)? (Hint:  look under Books, E- books, and Book Reviews)

6. Randy also wrote additional books. Can you find out their names?  What are they about?  

7. After this activity, what do you think is difficult about using Galileo?
Unit 7:

1. What can we learn from domain suffixes?

2. What things should be considered when evaluating the authority and currency, of a source?

3. What is the value of knowing the URL of a website when evaluating sources?

4. What is the difference between a search engine and a metasearch engine?

Unit 8:

1. What is plagiarism?  How can you avoid it?

2. What is common knowledge?

3. What is Public Domain research and what types of material can be located here?

4. Briefly describe the differences between MLA, APA, and Turabian citation styles?
5. What things should you consider when selecting a citation style?

6. According to MLA what is another name for a bibliography?

7. What is the difference in a plain bibliography and an annotated bibliography?

8. What are some basic guidelines for creating a Works Cited in MLA style?  In other words, how is each citation formatted regarding indentions and spacing?  How do you know which citation to list first and which one should come last?

Unit 9:

1. What things should you consider when weeding through information?
2. List 3 differences in a magazine and a scholarly journal?
3. What do we mean by peer reviewed?  Why is this important?
Assignment #3: Bibliography vs Annotated Bibliography
A Bibliography (called a Works Cited in MLA) is a list of all sources used in research along with important information such as author, title, publisher, publication, date of publication, website and date accessed, and notation of any metadatabase ( for example: Galileo) used to retrieve information. Each listed source is called a citation. 

There are several citation styles.  The most common are MLA (Modern Language Association), APA (American Psychological Association), Turabian, and Chicago.  Each style differs slightly in formatting and alignment requirements but all of them include basically the same important bibliographical information listed above.  To correctly format your required style, you may reference one of several sources including the Harbrace Handbook, the GHC Library website, or Google the online websites.
Sources include all online, offline, and primary research materials.  These include books, journals, newspapers, television recordings, interviews, surveys, and websites.  Using a variety of sources gives you a better overview of your topic.  Also, depending on your topic the use of both scholarly and popular materials may be appropriate.   Remember, usefulness of sources is impacted by the topic you choose and the points you are trying to make.   As long as the sources you are using are credible, relevant , current  and you make any arguments in your presentations using ethical persuasion (persuasion in the best interest in the audience that is not false or misleading) then using popular sources may be acceptable.

ANNOTATED BIBLIOGRAPHY

A brief summary or evaluation is called an annotation.

An Annotated Bibliography simply includes a summary, assessment, and/or reflection of each source along with the citation of the source.  This information should be typed immediately below each citation in paragraph form.

A summary is just a few statements about the content of the source.  It would answer the following questions:  What is the article, book, etc. about? What are the main points or arguments in the material?

An assessment is an evaluation of the source.  Consider these questions:  Is it a credible source?   Is it a reliable source? Is the information current? Is the article based on opinion or facts? (In other words is it biased?)  Look at our notes in class and in the book on how to determine the usefulness of a source.

A reflection simply explains how this source was useful to your research.  How did you use it to back up your presentation or shape your argument?   Why did you like this source? Why did you think it was helpful?

ASSIGNMENT:  Create an annotated bibliography for one source you will use in your informative presentation. Include a summary, assessment, and reflection for your MLA Style Annotated Bibliography citation.   Attach a copy of the source (article, pertinent parts of book, interview, etc.  to your assignment.
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On the next page is an example of one annotated citation.  Please use the following heading format and include a title for your topic.

Annotated Bibliography Due Date:___________________________
Susan Smith

Mrs. Johnson

COMM 1100

15 January 2010

Five Ways to Improve Your Memory

Green, Barry.  The Incredible Inner Working of the Human Mind and Information Retention.  New Jersey:  McGregor Press, 2006.


This book is about how people can improve their memory by understanding how the brains functions.   Barry Green explains how proper nutrition along with sleep and exercise improve the efficiency of brain synapses and thereby increases information retention.


The author of the book, Barry Green, is a respected authority in the field of Brain Cognition.  He has a PhD from the University of Illinois and has published three additional articles in respected scholarly journals on memory function in humans.  He cites several respected sources as a basis for some of his information as well as includes recent studies conducted by the Association of Brain Cognition.  Mr. Green’s statements are all backed up by verifiable studies and his opinions follow logically from these studies.


This book was helpful to my presentation in that it identified several specific ways that memory function can be improved.  This provided support for each of my five points by providing supporting material such as statistics, testimony, and explanation.

Assignment #4 :  Formal Outline and Works Cited (25 points)
· (Staple all pages together in the upper right hand corner.) 
Due Date:______________________
Outline:  

· Create a typed formal sentence outline following the example outline on my website.

· Be sure to include all bolded words in the example outline and insert your specific information following these words 

· Be sure to use complete sentences, consistent symbols, alignment, formatting, and follow the rule of division. 

· Proofread your completed outline for the above as well as for spelling and grammar.

Works Cited:

· Begin your works cited list on at the end of the text of the outline under the label Works Cited which should be centered. 

· The works cited list provides the information necessary for a reader to locate and be able to read any sources you cite in the speech. 

· Each source you cite in the speech must appear in your works-cited list; 

· Likewise, each entry in the works-cited list must be cited in your speech, vocal citation. 

· If works cited does not follow MLA guidelines you will receive a zero for this portion of the assignment. 

· Prepare your works cited list using MLA style which is covered in chapter six of the MLA Style Manual, or the Harbrace Handbook which many of you use for your English classes. Remember you may also refer to the GHC Library website.

· Make the first line of each entry in your list flush left with the margin. Subsequent lines in each entry should be indented one-half inch. This is known as a hanging indent. 

· Double space all entries.  Double space both within and between entries. 

· Alphabetize the list of works cited by the first word in each entry (usually the author's last name)






