Speech Template

Here is a speech template you can use if you are required to make a short speech about your organisation. Please keep in mind that this is only a template, and you should add, subtract or change it based on your needs. Be sure to read ‘Public Speaking Guidelines’ included in the Our Communciations section of the Toolbox for tips on preparing and presenting effective speeches. 

Introduction

Hello everyone,

My name is (your name). I am the (your position) of (your organisation name) and today I would like to tell you a little about who we are and what we do. 

Our organisation, the (your organisation name) was founded in (year) with the objective of (mention the services you provide) to members of the (name of beneficiary groups).

Body 

· Describe the problem that the organisation was formed to solve/ the objective that led to the organisation being created 

· Describe the steps that the organisation is taking to achieve it’s objectives. If possible, give up to three examples
· Example 1: what you did, when you did, the number of people who attended/benefitted, how it contributed to your organisation’s overall objective. 
· Example 1: what you did, when you did, the number of people who attended/benefitted, how it contributed to your organisation’s overall objective. 
· Example 1: what you did, when you did, the number of people who attended/benefitted, how it contributed to your organisation’s overall objective. 

· You can talk about challenges that you have faced, but if you do, be sure to describe how you have solved them or steps you are taking to address them. 

Conclusion: 

So as you can see, our organisation has taken a number of steps to try to achieve (mention your objective). 

· Mention the future plans for your organisation, and share specific on any events/activities you have planned

· If appropriate, make a call for support. Ask how you would like the audience to contribute to your mission (e.g. you might want attendees to volunteer for your organisation, or to attend future events, or just to spread the word)

Thank you for giving me the opportunity to speak with you all. I look forward to seeing you all at one of our events in the future!
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