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S.P.A.M. 

Situation:  Before you begin to write you must identify the situation.  In writing speeches, consider the occasion for that you will be giving your speech.

Purpose:  Understand the purpose of your writing.  Are you explaining, analyzing, comparing, introducing, etc.  What do you want your audience to know when you are done?

Audience:  Evaluate who will be reading or listening to your essay or speech.  What do they already know? What do you want them to know?  What kind of information will be interesting to them?

Method:  Determine how to best deliver your message.  Will it be a formal essay, a speech, a pamphlet?  If speaking, will you use a manuscript, notes, or memorization?

Structure

Opening (Introduction):  The first 30 seconds of your writing is one of the most important.  You need to capture the attention of the audience.  You can do this by telling a joke, reciting a short story, using a controversial statement, etc.  Once you grab the audience’s attention, your writing should move seamlessly forward.

Middle (Body):  Here is where you give your facts and information.  Beware not to overload, but to look at each point carefully.  It is better to have a few points that are clearly defined and explained, then a list of facts with no meaning.

Closing (Conclusion):  This is where you summarize the main points of your writing.  In the overall message, what do you want your audience to remember?  What was the point of your message?  

