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Number 2 
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Speech of Introduction 
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No speech duty is more important, 
or more abused, than that of introdue 
ing a speaker. The introduction may 
in many cases, determine whether or 
not the speaker's ideas are accepted 
by the audience. 

When preparing your speech of in
troduction ask yourself these questions 
that are usually asked about speakers: 

l. WHO IS HE? Naturally the audi
ence wants to know his name. Some of 
the audience may know him, many will 
not. 

Introduce speaker as someone audi
ence would like to know. 

2. WHERE IS HE FROM? People 
want to know both where he came from 
originally, and where he comes from 
at present. This may seem insignificant1 

but listeners usually like it. 

3. HOW IS HE QUALIFIED on this 
subject? Choose from the speaker's 
experience, abilities, and qualifica
tions, those things that relate to this 
subject. This ethical proof is neces
sary for right reception of speech. 
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4. WHY SHOULD I LISTEN? Show 
a need for information on this subject 
and t i e it into interests of the audience. 
C r e ate interest in the speech subject, 
even create suspense . 

WHEN YOU INTRODUCE A SPEAKER, 
YOU SHOULD: 

1. Usually cover all four questions 
li s ted above. 

2. Be brief. . . brief. .. brief! 

3. Speak loudly and clearly (this is 
a common shortcoming of all speakers!) 

4. Plan, prepare, andpracticeyour 
speech (another common fault!) 

5. Check the introduction you plan 
to make with the speaker. 

6. Ask the speaker if he minds a 
joke about himself. 
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7. Adjust the nature of the introduc
tion to the tone of the speech. 

8. Sound enthusiastic about having 
him as a speaker. 

9. Announce the title and/ or subject 
of the speech. 

10. Remain standinguntil the speak
er has taken his place. 

WHEN YOU INTRODUCE A SPEAKER, 
YOU SHOULD NOT: 

1. Use such trite remarks as: 11We 
are fortunate tonight to have ... 11 , 11We 
are greatly honored by ... 11 , 11 0ur speak
er tonight needs no introduction ... 11 

2 . Build up the speaker too much. 
You can, if not careful, make it im
possible for him to live up toyour pub
licity. 

3. Mix the introduction with announce
ments, committee reports, etc. 

4. Embarrass the speaker by: apol
ogizing for the fact that he is a sub-

stitute, apologizing for the fact that he 
is not weU known, or telling embar
rassing stories about him. 

5. Steal his speech materi.al. 

6. Look at the speaker when intro
ducing him. Aim your remarks at the 
audience. 

7. Rehash the speech after the speak
er has finished. 

8. Mispronounce the speaker's name. 

These are not all hard and fast rules 
for making a Speech of Introduction. 
They are merely suggestions to help 
you prepare your speech. Using them 
will help, but you must supply the rest . 

This material was prepared 
by A. Conrad Posz, Assistant 
Professor, Communications 
Skills, Michigan State College , 
for the National Project in Agri
cultural Communications. 
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