Appendix D 7.5
Bossier Parish Community College
Master Syllabus
Course Prefix and Number: OGPT 207
Hours: 3

Credit

Course Title: Production and Recovery I
Course Prerequisite: MATH 102, OGPT 131 and ENGL 101
Textbook: Material covered will be taken from various sources including, but not
restricted to,
various textbooks, articles, public records, and instructor’s company non-confidential job
files.
Course Description: The course encompasses well production operations from
exploration
until the well is abandoned. Primary focus is on reservoirs, well completions, workovers,
and stimulation, which are key and critical to producing operations.
Learning Outcomes:
At the end of the course, the student will:
A. Understand geologic considerations in Producing Operations.
B. Understand reservoir considerations.
C. Understand the importance of logging, coring and testing.
D. Understand cementing, perforation and stimulation.
E. Understand workover options available for completed wells when needed.
F. Understand the rules and procedures for plugging and abandonment of wells.
G. Understand how to retrieve well information from State Oil and Gas databases;
H. Deliver an effective speech.
To achieve the learning outcomes, the student will:
1. Develop an understanding of drilling; (A)
2. Develop an understanding of producing; (A)
3. Develop an understanding of coring; (C)
4. Develop an understanding of logging; (C)
5. Develop an understanding of testing; (C)
6. Develop an understanding of perforating; (D)
7. Develop an understanding of recompleting; (E)
8. Develop an understanding of plugging; (F)
9. Develop an understanding of abandoning; (F)
Course Requirements: scientific calculator
Course Grading Scale:
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90 – 100% A
80 – 89% B
70 – 79% C
60 – 69% D
Below 60% F

Bossier Parish Community College
Master Syllabus

Course Prefix and Number: OGPT 217
Hours: 3

Credit

Course Title: Production and Recovery II
Course Prerequisite: MATH 102, OGPT 131 and OGPT 207
Textbook: Material covered will be taken from various sources including, but not
restricted to,
various textbooks, articles, public records, and instructor’s company non-confidential job
files.
Course Description: A continuation of OGPT 207, The course encompasses well
production operations from exploration until the well is abandoned. Primary focus is an
in-depth study and analysis of the various problems associated with the producing
wellbore and the procedures available for remediation of these problems.
Learning Outcomes:
At the end of the course, the student will:
A. Understand geologic considerations in production.
B. Understand reservoir considerations.
C. Understand the importance of logging, coring and testing.
D. Understand cementing, perforation and stimulation.
E. Understand the rules and procedures for plugging and abandonment of wells;
F. Deliver an effective speech.
To achieve the learning outcomes, the student will:
1. Develop an understanding of the above objectives by analyzing with the
instructor actual wells and fields; (A, F)
2. Develop an understanding of the above objectives by analyzing with the
instructor the
types of reworks applicable. (E)
Course Requirements: scientific calculator
Course Grading Scale:
90 – 100% A
80 – 89% B
70 – 79% C
60 – 69% D
Below 60% F
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Bossier Parish Community College
Master Syllabus
Course Prefix & Number: OGPT 270/280
Hours: 3

Credit

Course Title: Cooperative Education
Course Co-requisite or Prerequisite: Permission of instructor
Textbook: none
Course Description: The course provides in situ work experience for students nearing
graduation, professional development, current issues regarding industry, and discussion
of opportunities within the oil and gas industry.
Learning Outcomes:
At the end of this course, the student will:
A. Chronicle internship experiences;
B. Understand the need for personal growth for professional development;
C. deliver an effective speech.
Course Requirements:
To achieve the learning outcomes, the student will:
1. Develop skills and training necessary for employment in the oil and gas
industry; (A,C)
2. Create a log describing internship activities and experiences; (A)
3. Combine internship activities and job experiences with professional
development tools.
(B)
Course Requirements: evaluation meetings, required work log
Course Grading Scale:
90-100 A
80-89 B
70-79 C
60-69 D
0-59 F
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Bossier Parish Community College
Master Syllabus
Course Prefix and Number: CONS 101
Hours: 3

Credit

Course Title: Materials and Methods I
Course Co-requisite or Prerequisites: Math 99
Textbook: Mehta, Madan et al; Building Construction – Principals, Materials and
Systems, Pearson/Prentice Hall, Copyright 2013.
Course Description: The properties of most common construction materials are covered
along with calculation methods for determining the suitability of materials for given
applications. Properties covered include loads and load resistance; thermal; air and
water vapor flow; fire related; acoustical; expansion and contraction; and
sustainable construction. A general overview of the construction process is also
provided.
Learning Outcomes:
At the end of this course, the student will:
A. apply loads and load resistance calculations to building projects;
B. demonstrate understanding of general properties of all building materials;
C. integrate the practice of sustainable construction and the part that material
selection plays in sustainability into real-life situations;
D. apply knowledge of the chemical, physical and practical properties of
wood and manufactured wood products;
E. apply knowledge of the chemical, physical and practical properties of steel
and other metals;
F. apply knowledge of the chemical, physical and practical properties of
concrete and reinforced concrete materials;
G. apply knowledge of the chemical, physical and practical properties of soils
and their part in supporting buildings
H. apply knowledge of the chemical, physical and practical properties of
masonry materials;
I. deliver an effective speech.
To achieve the learning outcomes, the student will:
1. develop understanding of and practice calculation of loads and load resistance
of buildings; (A)
2. develop understanding of and practice calculation of thermal properties of
building materials; (B)
3. develop understanding of and practice calculation of air leakage and water
vapor control in buildings; (B)
4. develop understanding of and practice calculation of fire-related properties of
materials; (B)
5. demonstrate understanding of the use of sealants and caulks to allow for
expansion and contraction of materials;(B)
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6. demonstrate understanding of the practice of sustainable construction & the
part that material selection plays in sustainability; (C)
7. demonstrate understanding of the chemical, physical and practical properties of
wood and manufactured wood products; (D)
8. demonstrate understanding of the chemical, physical and practical properties of
steel and other metals; (E)
9. demonstrate understanding of the chemical, physical and practical properties of
concrete and reinforced concrete materials; (F)
10. demonstrate understanding of the chemical, physical and practical properties
of soils and their part in supporting buildings; (G)
11. demonstrate understanding of the chemical, physical and practical properties
of masonry materials. (H)
Course Requirements: Textbook, Workbook, Scientific Calculator
Course Grading Scale:
80 – 89 B

90 – 100 A
70 – 79 C
60 – 69 D
0 – 59 F
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Bossier Parish Community College
Master Syllabus
Course Prefix and Number: CONS 102
Credit Hours: 3
Course Title: Materials and Methods II
Course Corequisite or Prerequisites: Math 129 or Math 102, CONS 101
Textbook: Mehta, Madan et al; Building Construction – Principals, Materials and
Systems, Pearson/Prentice Hall, Copyright 2013
Course Description: Detailed coverage of common methods of commercial and
residential construction is provided, including: site layout and preparation,
foundation, structural, exterior finishes (walls, openings, roofs), interior systems
(insulation, finishes and lighting) and engineered systems (mechanical, electrical,
plumbing, fire suppression, and sustainability). Special emphasis is placed on
safety, and modern tools and equipment. The lab provides opportunities for handson practice of the learned methods.
Learning Outcomes:
At the end of this course, the student will
A. demonstrate understanding of the role of topography, soil and excavation in the
construction process
B. demonstrate understanding of typical wood, concrete, steel and masonry
construction methods and common building types in each material category;
C. demonstrate understanding of sustainable and energy conserving construction
D. demonstrate understanding of foundation systems, floor systems, wall systems
and roof systems;
E. demonstrate understanding of doors/windows, moisture and thermal protection,
special construction and finishing;
F. deliver an effective speech.
To achieve the learning outcomes, the student will
(The letter designations at the end of each statement refer to the learning outcome(s).)
1. identify soil types, excavation methods, and topographic issues; (A)
2. identify the key elements and methods for wood, concrete, steel and masonry
construction; (B)
3. identify the parts of key building types for each material category; (B)
4. cite and apply safety measures relating to hand and power tools, select proper
hand and power tools for a given job; (B)
5. identify key elements of construction project graphics; (B)
6. measure and lay out a typical construction project; (B)
7. cite and apply sustainable and energy conserving materials and methods to
proposed construction projects: (C)
8. identify parts of foundations and construction methods; (D)
9. identify the main parts of a wall frame systems; (D)
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10. list and describe the various types of roofs; (D)
11. discuss standards of window and door fabrication; (E)
12. cite moisture and thermal protection methods for various construction types and
situations. (E)
13. discuss interior wall, ceiling and floor finishing materials; (E)
14. recognize the types of stairs; (E)
15. describe how exterior and interior trim is installed; (E)
16. describe exterior siding, brick veneer and stucco plaster wall finishing systems;
describe exterior roof and foundation finishing systems.
17. cite steps for interior and exterior painting and finishing; (E)
18. explain diagrammatic electrical wiring systems; (F)
19. explain diagrammatic plumbing systems; (F)
20. explain diagrammatic heating, ventilation, and air conditioning systems. (F)
Course Requirements: Textbook & Workbook, Student Course Insurance
Course Grading Scale:
90 – 100 A
80 – 89 B
70 – 79 C
60 – 69 D
0 – 59 F
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Bossier Parish Community College
Master Syllabus
Course Prefix and Number: CONS 150
Credit Hours: 3
Course Title: Construction Contracting and Laws
Course Corequisite or Prerequisites: Cons 101
Textbook: Bartholomew, Stuart H. A. Construction Contracting Business and Legal
Principles, 2nd edition. Prentice Hall, 2002
Course Description: This course is an introduction to construction contracting as it
applies to typical, every-day situations and explains “theoretical” ideas in terms of
what really happens in practice. The course emphasizes the more common case law
holdings and industry customs that help avoid troublesome legal issues during the
completion of a project. Course will demonstrate how information is gathered from
documents with speed and accuracy.
Learning Outcomes:
At the end of this course, the student will
A. define the format and major components of a construction contract;
B. describe the reasons that construction contracts must be carefully crafted and
followed;
C. complete the documents required to submit both public and private bids;
D. secure the appropriate bonds and insurance contracts;
E. work within the parameters of workers’ rights, labor and employment agreements;
F. recognize the key issues in disputes and learn dispute avoidance techniques;
G. deliver an effective speech.
To achieve the learning outcomes, the student will
(The letter designations at the end of each statement refer to the learning outcome(s).)
1. understand the interrelation of the parties to a construction contract; (A)
2. understand the purpose of bids, proposals and contracts. (A)
3. understand the hierarchy of reporting and submittal within the various contract types;
(A)
4. understand joint-venture agreements; (A)
5. understand the interface of the law with the construction industry; (B)
6. understand the types of legal actions which can result from construction agreements;
(B)
7. practice preparation of public and private prime contracts; (C)
8. practice preparation of sub-contracts; (C)
9. understand the sub-contract hierarchy and structure; (C)
10. understand insurance and bonding requirements and special stipulations; (D)
11. understand responsibility of the parties for insurance and bonding in a typical contract
arrangement; (D,G)
12. develop worker’s rights, labor and employment agreement compliance plan; (E)
13. understand labor agreements; (F)
14. understand red flag clauses; (F)
15. practice resolving potential conflicts. (F)
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Course Requirements: Textbook, Access to Word Processing and Slide-Show software,
Access for Internet Research.
Course Grading Scale:
90 – 100 A
80 – 89 B
70 – 79 C
60 – 69 D
0 – 59 F
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Bossier Parish Community College
Master Syllabus
Course Prefix and Number: CONS 250
Hours: 3

Credit

Course Title: Construction Management
Course Corequisite or Prerequisites: CONS 160, CONS 220/220L and CIS 105
Textbook: Mincks and Johnston. Construction Jobsite Management, 3rd edition.
Thomson,
2011, ISBN-13: 9781439055731.
Course Description: This course covers the responsibilities and duties of the project
manager, field superintendent, and building contractor. Management decisions and
documentation related to organization, synchronization, and cost control of
construction activities are explained.
Learning Outcomes:
At the end of this course, the student will be able to:
A. understand project delivery systems, and assemble and manage a project team;
B. determine the appropriate methods for project construction and documentation;
C. determine the proper time frame, funding and sequence for each associated task;
D. manage project costs, resources utilization, and time requirements;
E. manage project site safety hazards and take action to minimize the potential for
accidents occurring;
F. oversee project quality management; and
G. manage the fiduciary, legal, and regulatory requirements associated with
contracted construction;
H. deliver an effective speech.
To achieve the learning outcomes, the student will
(The letter designations at the end of each statement refer to the learning outcome(s).)
1. evaluate available projects for appropriateness to the company’s business plan;
(A)
2. select personnel and resources to compose a project team; (A)
3. evaluate construction bid packages and prepare bids; (B)
4. understand and amend construction contracts, including change orders and shop
drawings; (B)
5. plan the project; (C)
6. project funding; (C)
7. schedule the project; (C)
8. project cash flow and learn cost control; (D)
9. project resources (materials, equipment and labor); (D)
10. project critical path work-flow; (D)
11. plan project safety training and management system; (E)
12. plan project quality management system; (F)
13. plan and schedule financial, legal and regulatory meetings and prepare required
reporting. (G,H)
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Course Requirements: Textbook, scientific calculator, and graphing or engineering
paper tablet.
Course Grading Scale: 90- 100% = A, 80 – 89% = B, 70 – 79% = D, less than 70% =
F
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BOSSIER PARISH COMMUNITY COLLEGE
PRODUCTION AND RECOVERY II
OGPT 217-501
SPRING 2013
SPEECH INFORMATION
Taken
from:
speeches/#heading1

http://www.education.com/study-help/article/major-types-

SPEECH #1: LEGACY LAWSUITS
 This speech will be in debate form, consisting of two teams
 This must be a persuasive speech (see below)
 Debate topics due 1-25-13
 Debate/Speech due 2-1-13
Persuasive Speeches - Ethos, Logos, and Pathos
The persuasive speech is also related to the informative speech, except that you are
doing more than simply providing information on your topic—you are also
providing your own opinion on that topic and attempting to persuade your
audience that your opinion is correct. And this element of opinion and persuasion
is what makes the persuasive speech the most challenging of the four types.
The key to writing a persuasive speech is to begin by having an opinion—preferably an
opinion that you feel strongly about. If you have no opinion on a topic, you won't
be able to persuade anyone else to hold an opinion. You must first know what you
believe and why you believe it. It isn't enough to say, "I believe that this
toothpaste is better than that toothpaste, and I want you to believe it, too." Your
audience will immediately ask you why you hold that belief.
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So before you begin your speech, you must first ask yourself what you believe in
strongly, and then ask yourself why you hold that belief. List the reasons why you
believe that toothpaste A is better than toothpaste B—because it whitens,
eliminates bad breath, and costs less. These reasons will become the major points
in your speech with which you explain to your audience why toothpaste A is better
than toothpaste B.

Aristotle was a Greek philosopher who lived in the fourth century b.c. He outlined the
three basic ways in which a speaker can persuade his audience to embrace his
beliefs. He used Greek words to describe these methods, but we'll update them
into modern concepts as we go. They are:




Ethos: Credibility, image, public reputation, perceived expertise
Logos: Words, concepts, logic
Pathos: Emotions, feelings, gut reactions

Ethos - Appealing to Authority
First, a persuasive speaker must be a credible speaker, fitting into Aristotle's category
of ethos or credibility. The audience needs to recognize that you know what you're
talking about, and that you are qualified to be telling them the difference between
right (your opinion) and wrong (your opponents' opinions). The old adage
"practice what you preach" fits into this category. You are not likely to be
persuaded to some moral standard by a speaker who doesn't follow that standard
him or her self.
Similarly, you must let your audience know two things: that you have the expertise in
your topic which qualifies you to hold a strong opinion, and that you make
decisions yourself based upon that opinion—decisions which have better results
than those to which the opposite opinion would lead.
Second, you must use either strong logic or strong emotional appeals—or both—to
persuade your audience that your opinion is the correct one. Having credentials
and credibility is not enough; you will need to give your audience a reason to
embrace your opinion, and you might need to give them a reason to care about
your topic in the first place.
Logos - Appealing to Logic
Logic is more difficult to master than emotional appeals, but it is far more effective. You
build a logical argument by stating an opinion, then explaining a number of
reasons that logically support that opinion, and finally, providing examples of each
that illustrate your point and prove that it's true.
Let's use the toothpaste example once more. Here is how you might structure the
outline for your persuasive speech, in which you want to persuade your audience
that toothpaste A is better than toothpaste B:
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Thesis: Toothpaste A is better than toothpaste B.
Point 1: Toothpaste A prevents cavities, while toothpaste B does not.
Illustration: A recent study by the Molar Meddler's Guild demonstrated that
toothpaste A provided 82% more cavity coverage than any other brand.
Point 2: Toothpaste A brightens while it cleans, whereas toothpaste B turns teeth
green.
Illustration: Visual aids showing closeup photos of teeth brightened by A and made
quite colorful by B.
Point 3: Toothpaste A costs less than B.
Illustration: I conducted a personal survey of 12 local pharmacies and grocery stores,
and found that, on average, A cost 12 cents less than B.
Conclusion: On every level, toothpaste A is better than toothpaste B.
Notice that you have stated several reasons for your thesis (the opinion you intend to
prove to your audience), and have given examples that demonstrate each reason.
This approach uses logic (Aristotle's logos) to persuade your audience.
Pathos - Appealing to Emotions
You can also appeal to the emotions of your audience (Aristotle's pathos) with an
argument that has little basis on logical fact. Here is an outline for such a speech:
Thesis: Toothpaste A is better than toothpaste B.
Point 1: Toothpaste A tastes good, but toothpaste B is yucky.
Illustration: Toothpaste A reminds me of a cool ocean breeze on a hot summer's day,
but the last time I tried B, I nearly gagged.
Point 2: Toothpaste A is fun to use, and kids love it.
Illustration: Visual aid showing photos of the colorful stripes in toothpaste A,
compared to the muddy brown of toothpaste B.
Point 3: I interviewed more than a dozen people, and they all preferred toothpaste A.
Illustration: Visual aid video showing interesting people describing how much they
enjoy brushing with toothpaste A.
Conclusion: On every level, toothpaste A is better than toothpaste B.
As you can see, this outline provides no logical proof that one toothpaste is any better
than the other. Your argument might persuade some in the audience to switch
toothpastes, but another emotional appeal from another speaker could easily
sway them back to a different opinion. The better method is to use both
logic and emotional appeals to persuade your audience.
What to Do
Remember that your thesis is an opinion, and your opinion must be proven if you want
to persuade your audience. It does no good to say, "I like toothpaste A and you
should, too!" That will not persuade anybody; you need to give them clear
reasons why they should embrace your opinion.
When building a logical argument, think of it as though you were a lawyer proving
your case in court. Let's say that you want to prove that John Smith murdered Bill
Jones. Here's how you would construct your case:
Thesis: John Smith murdered Bill Jones.
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Evidence 1: Here is the revolver that he used to shoot him.
Explanation: It has been proven that this gun fired the fatal bullet, and Smith's
fingerprints were found on the handle.
Evidence 2: Jones and Smith were seen arguing just before the shooting.
Explanation: Smith was angry with Jones and threatened to kill him, and three
witnesses heard him just prior to the gunshots.
Evidence 3: Smith has no alibi for where he was at the time of the shooting.
Explanation: Since Smith was seen by witnesses at the scene just moments before the
crime, it is beyond doubt that he committed it.
Conclusion: There is no reasonable doubt that John Smith shot Bill Jones.
This same formula can be applied to any persuasive speech. Remember that your thesis
is merely an opinion, and opinions must be accompanied with proof if you want to
persuade your audience.
What to Avoid
The danger of logical arguments is that they can become a mere brow-beating in which
you hammer your audience over the heads with facts and statistics. Simply
repeating your opinion over and over will not convince the audience; you must
provide a variety of evidence to support your thesis.
On the other hand, emotional appeals can become repulsive if they are heavy-handed. If
your audience detects that you are trying to appeal to their emotions, they will
probably react in the opposite direction from what you intended.
Finally, remember the old saying: "It's easier to attract flies with honey than with
vinegar." An angry or belligerent attitude will cause your audience to become
defensive, and you will have a difficult time persuading them to your opinion. Body
language, delivery, word choices—even the very evidence that you present—will
all influence how your audience responds to your message. Remember Aristotle's
concept of ethos or credibility: You want to be perceived as a credible and reliable
speaker on your topic, and the best place to start is to appear friendly and
approachable while you speak.
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SPEECH #2: SPECIAL TOPICS
 This speech requires independent research, on a topic of your choosing
 This must be an informative speech (see below)
 Debate topics due 1-18-13
 Debate/Speech due 3-1-13
Informative Speeches
An informative speech is essentially a lecture. It is intended simply to inform your
audience on some topic. If you're a student, you hear informative speeches all day
long in your classes, as your teachers and professors stand up front and lecture on
various subjects. Your teachers are trying to inform you, and their lectures are
essentially informative speeches.
Some informative topics you might consider are:


Current trends in…



The future of…



The history of…



The pleasures of a particular hobby



Common causes of allergies



When to buy a home



Famous explorers and their discoveries



What equipment is needed for… [backpacking, kayaking, carpentry, etc.]
An informative speech is different from a how-to speech or a persuasive speech
because it is only intended to provide information. You will leave it up to your
audience to decide for themselves what to do with the information; you are not
trying to persuade them to think as you do, nor are you specifically teaching
them how to do something. You are only concerned with providing information for
your audience on a particular topic.

Informative speeches are useful as an introduction to some topic that is unfamiliar to
your audience. And this is where your audience research pays off, which you
learned about in Lesson 1. You will want to be acquainted with what your
audience already knows. After all, you wouldn't want to lecture on "The History of
the Airplane" to an audience of NASA scientists. On the other hand, you could give
an informative speech on "The Materials Used by the Wright Brothers for Their
First Airplane" to that NASA audience. They might be well versed in the overall
history of the airplane, but they might not know what exact materials were used at
Kitty Hawk.
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You will also want to know what topics will be of interest to your audience. Will your
listeners care to learn about your favorite hobby, or will they be bored and
distracted? The best way of answering this question, if you don't already know
your audience, will be to conduct some basic interviews, beginning with the
person who invited you to speak.
What to Do
Think about the best teachers you've ever had. Ask yourself what made those teachers
so effective. How did they lecture? How did they interact with the students? How
did they establish rapport with the students? These questions will help you gain
insight into what makes an effective informative speech.
One of the most important things to include in an informative speech is, quite naturally,
information. You will want to do research on facts and statistics, ensuring that
your speech has something interesting to impart to the audience. Those facts and
statistics will probably be best communicated with visual aids, such as charts,
graphs, illustrations, and so forth.
Remember, however, to be practical. If you provide extensive information on allergies,
for example, your audience will become anxious to know how to avoid allergies.
Your speech should include some sort of practical application so that your
audience will know what to do with the information you've provided. Your favorite
teachers probably did this, whether you were aware of it or not. A dull math
professor lectures on theory and problem-solving, but an interesting math
professor will tell you how to use those theories in real-life situations. Do the same
for your audience.
Lectures that are filled with information, however, run the risk of being dull (as
we'll mention further in a moment). One way to avoid this danger is to interact
with your audience. Your favorite teachers probably knew how to do this
effectively, inviting students to answer questions, voice opinions, wrestle with
problems, and so forth. Your best approach when giving an informative speech will
be to get the audience involved. Here are a few ways to do this:


Ask questions: You can use this to illustrate that most people have
misconceptions on your topic, or to find out what they already know.



Invite questions: Rather than pushing questions to the end of your talk (which is
normally preferable), urge your audience to raise their hands as you go along if a
question occurs to them. This helps them pay attention, and helps you to meet their
needs.



Solicit examples: You will want to provide examples and visual aids in your
speech, but you can also ask the audience if they've had experience with what
you're talking about. This will enrich your speech by providing the audience with
more perspectives on the topic, and it will hold their attention.



Make them apply the information: Remember that you want to provide practical
application to your information. An ingenious way of doing this is to ask the
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audience what they will do with the information you've provided. You'll still need to
have some practical applications of your own in mind, but they will undoubtedly
think of things that you didn't.
What to Avoid
Every rule has its counter-rule, and informative speeches are no exception. We already
noted that informative speeches need information, including facts and statistics,
but the counter-rule is that too much information will undermine your efforts.
Think again about those teachers whom you found boring and dull. It is likely that
you've listened to someone drone on, endlessly spouting facts and figures and
theories and principles and on and on—and you probably left that lecture feeling
like your head was stuffed with cotton.
This is known as information overload (or TMI, as discussed in Lesson 2), and it's a
common pitfall when giving an informative speech. You have chosen a topic about
which you are knowledgeable, and you want to share that knowledge with your
audience. But you'll first need to select whatknowledge you want to share, and
this will entail deciding in advance not to share other areas of knowledge.
Remember the shotgun analogy used in Lesson 2? A shotgun scatters many little
pellets that don't go very deep, while a rifle fires one bullet that penetrates to a
great depth. This illustration also applies to informative speeches: it's better to
cover a few points in depth than to hit a thousand points on the surface. You don't
want too little information in your speech, but you also don't want too much.
Decide which information will be interesting to your audience, and focus your
energy on that.
You can also overdo some of the techniques for involving the audience, which we
discussed earlier. You want to include your listeners in the learning process, but
you don't want to make them do your work for you. Always be prepared to answer
your own questions, to provide your own applications and examples, and to
inform your audience without their help. After all, you are the expert on the topic,
and that's why you're addressing the audience in the first place.
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SPEECH #3: DEMONSTRATION
 This speech requires independent research, on a topic of your choosing
 This must be a demonstrative speech (see below)
 Debate topics due 1-25-13
 Speech due 3-15-13
Demonstrative Speeches
The demonstrative speech is closely related to the informative speech because it
centers on providing your audience with information. The main difference,
however, is that the demonstrative speech is a "how-to" lecture. Rather than
passing on raw information to your listeners, you are teaching them some very
practical skills.
The

best way to
prepare a demonstrative speech is to ask
yourself how and why questions. "How does a computer work?" "Why does ice
float?" "How do I buy a new home?" "Why does electricity have positive and
negative forces?" You would then answer those questions through a practical
demonstration.
For example, if you wanted to explain how a computer works, you'd probably want
to use a real-life computer to demonstrate. You'd also want visual aids, such as
charts or diagrams, which explain the processes that can't be seen easily by the
audience.

The key to a demonstrative speech is to focus on practical application, not on abstract
facts and statistics. Your goal is to teach the audience how to, not to tell
them what is—how to bake a chocolate cake, not what is a chocolate cake. Here
are some topic ideas to get you brainstorming:

How to make something


How to repair something




How not to make or repair something (using humor to teach how to)
How something works



How to play an instrument, paint a picture, write a book, raise a pet, etc.



How to create a budget, save money, build a business, etc.



How to raise children, choose a school, find a mate, plan a wedding, etc.



How to read, write, speak a foreign language, etc.

What to Do
Use visual aids! These are helpful in any speech, but they are the very backbone of a
demonstrative speech. If you want to tell your audience how to fix a computer,
you'll certainly need a computer to demonstrate on. The same holds true for
things that are more abstract, such as planning a wedding or learning a language.
The visual aids may not be as self-evident as in fixing a computer, but they are still
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vitally important in helping your audience visualize the practical steps you are
teaching.
And practical is what a demonstrative speech is all about. Remember to keep it that
way, focusing on how to rather than what is. Before you begin writing your speech,
determine what practical skill you want your audience to gain. Then ask yourself
what steps are involved in accomplishing that skill—and you've got the major
points of your speech all mapped out.
What to Avoid
Visual aids are critically important to your demonstrative speech, but you must also
avoid letting them become a source of distraction. There are two groups who can
be distracted by your visual aids: the audience, and you!
You want your audience to be paying primary attention to your words and actions,
with a secondary focus on your visual aids. Remember that the visual aids are just
that: aids. They are not the speaker, they are merely aiding the speaker. If you use
diagrams and flow charts in your presentation, make sure they contain only what
is necessary to illustrate your points. You want your audience to look at them as
you speak, but you don't want them to be contemplating your lovely artwork
rather than listening to your words.
Conversely, remember that you are speaking to an audience, not to a visual aid.
I've seen many speakers who held up an object as an illustration but forgot to
show it to the audience! One speaker recently recommended a book on his topic,
then spent time looking at the cover of the book rather than showing it to his
listeners. If you're telling the audience how to repair computers, don't bury your
head inside the computer case and mumble into the hard drive; lift your head to
face the audience and simply point to the objects that you're discussing.
As with too many facts in an informative speech, you can have too many visual aids. This
will become a distraction to you as you fumble about moving objects around or
searching for the right slide, and it will become overwhelming to the audience,
leaving them with the same cotton-headed feeling they'd get from information
overload.
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SPEECH #4: ENTERTAINMENT
 This speech requires independent research, on a topic of your choosing
 This must be an entertaining! speech (see below)
 Debate topics due 3-1-13
 Speech due 4-5-13
Special Occasions - Entertaining
This final category of speechmaking is quite broad and differs significantly from the
others. You might be asked to "say a few words" at a special occasion, which could
be as little as a one-minute toast or as lengthy as a 30-minute speech. Here are
some examples:


Toasting the bride and groom at a wedding



Introducing the main speaker at a conference



Summarizing your project status at a business meeting



Eulogizing a friend at a funeral



Presenting or accepting an award at a banquet

There are two subtypes of speeches within this category: the prepared speech, and the
impromptu speech.
Making a Prepared Speech at a Special Occasion
If you're warned ahead of time that you'll be called upon to say a few words at some
special occasion, you will follow all the same techniques that we've been
discussing thus far. You'll want to think about your audience, considering who will
be present when you speak and what they'll want to hear you say.
Your topic will be defined for you, to some extent. For example, if your boss wants you
to summarize your projects, your topic will be the relevant projects on which
you're currently working. If the bride and groom want you to open the wedding
banquet with a toast or introductory remarks, your topic will be the happy couple.
But what you say on those topics will still be up to you, and you will want to
consider setting an appropriate tone.
The tone of a speech is defined as the mood you want to create. Humor is very
appropriate at a wedding banquet, while sober thoughts on finances and marital
hurdles might be out of place. The opposite is probably true at a business meeting
with your boss and coworkers, where the audience is not expecting to be
entertained with jokes but wants to hear about financial matters, project
problems, expected completion dates, and so forth.
Tone will be as important as topic in most special occasion speeches. Humor is
acceptable at a funeral; indeed, it is often very healing to those who are grieving.
Yet you also don't want to be flippant, causing the mourners to feel as though you
are making light of their grief and loss. Setting the right tone requires that you put
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yourself in the place of your audience, asking yourself what you would think
appropriate or inappropriate if you were in their shoes. If there's any doubt, it's
best to remember the famous line from a once-popular TV detective show: "Just
the facts, ma'am." Stick to facts, and you won't go wrong.
Making an Impromptu Speech at a Special Occasion
There will be times when someone will ask you to say a few words without advance
notice, asking you to stand up right there and then to address the audience. This
can seem terribly intimidating, but the same principles apply to an impromptu
speech as to any other speech: Consider your audience, and speak about what you
know.
This is another instance of the adage, "forewarned is fore-armed." If you are attending a
special occasion where you might possibly be asked to speak, give some thought
beforehand to what you would say. Better still, it is often good to take the bull by
the horns and volunteer to say a few words. This prevents you from being caught
off guard, makes you someone's hero who might otherwise have been asked to
speak, and gives you practice at becoming a more confident speaker.
When you give a prepared speech, you will probably be working from a written speech
or outline, and having your thoughts committed to paper gives you increased
confidence. There is no reason for you not to use that same technique in an
impromptu speech, even if you only have a few minutes to prepare. Ask yourself
what the audience will want to hear, what tone is appropriate, and what basic
facts you want to relate—then jot them down on a small piece of paper or napkin
or whatever is handy. Having this cheat sheet in your hand or pocket will give you
greater confidence as you get up to speak, because you'll already know what
you're going to say.
One benefit of being asked to speak spontaneously is that you don't have a lot of time
beforehand to get nervous! It also encourages you to be brief and to the point in
your speech—which might be the very reason that people do it in the first place.
Just remember that one of the most famous speeches in American history,
Abraham Lincoln's Gettysburg Address, was very short and succinct, lasting only
three minutes. You can move your audience just as effectively with a few words as
you can with a lengthy prepared speech, so it's a good idea to keep impromptu
words to a minimum.
What to Do
When making a speech at a special occasion, whether prepared or impromptu, the most
important things are to be appropriate and stay focused. Remember that the
whole reason for speaking is the occasion itself, so your thoughts should always
remain centered on that occasion.
If you're speaking at a graduation ceremony, you'll probably be given at least 15 minutes
in which to speak—but that is not an excuse to ramble around in your thoughts on
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a variety of topics. Most special occasion speeches will be shorter simply because
the occasion calls for other activities besides listening to a speech. That's the point
of special occasion speeches: Nobody came to the gathering in order to hear a
speech, unlike other forums where you might be asked to speak. The audience is
gathered to recognize a person or event, and you do not want your speech to
interfere with that.
You will also want to speak clearly and loudly, topics that we'll discuss in detail in Lesson
13. On many special occasions, you will not have the luxury of a microphone or
even visual aids. Your audience might be standing around in a drizzle by a grave
side, or you might be addressing coworkers from the middle of a crowded hotel
meeting room. You will want to be sure that everyone can hear you clearly and
that everyone can see your face. If necessary, move to a prominent position, such
as the front of the room or on a high point of land, so that everyone can see you
and hear you.
What to Avoid
Be brief! As already mentioned, the audience has not gathered specifically to hear your
speech. On most special occasions, your audience will welcome a few brief words
from someone who has special knowledge about the person or event being
commemorated, but the key word there is brief. As already stated, stay focused on
your topic and keep your thoughts from rambling.

Avoid using humor that is inappropriate. This rule applies to all speeches, of course, but
it can become a real pitfall in special occasion speeches simply because the special
occasion may be a happy, family-oriented celebration of some sort, such as a
birthday or wedding. There will be an atmosphere of joking and laughter in the air,
and it can be tempting to let fly with some real zingers—especially if the audience
is already predisposed to laugh at your witticisms. But there is always a fine line at
any gathering between appropriate teasing and inappropriate or coarse jesting,
and there is nothing worse for a public speaker than expecting a guffaw from the
audience but getting a stunned silence instead. Remember our golden rule: When
in doubt, leave it out!
Do not drink alcohol if you think you might be asked to speak. Again, this rule applies to
all speech situations, but some special occasions may provide a much greater
opportunity to forget the rule. Among the many adverse effects of alcohol is its
effect on your ability to speak clearly. Just one drink can add a perceptible slur to
your speech, even if you haven't overindulged. Alcohol is also notorious for bad
judgment, and something that seems appropriate after a couple drinks will make
you cringe in shame the next morning. Simply put, speaking and drinking don't
mix.
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SPEECH #5: TBA
 This speech requires brief review of date, then an impromptu speech on a topic
of my choosing!
 This can be whatever type of speech you choose.
 Speech due 5-1-13
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Assignment(s): Complete for each speech.
The Major Types of Speeches Worksheet

Use this questionnaire to determine the direction of your speech:
1. What is my goal in this speech?


Inform my audience (go to question 2)



Persuade my audience (go to question 3)



Teach my audience some skill (go to question 4)



Commemorate a special event (go to question 5)

2.

What facts do I want them to know? What will I need (visual aids, etc.) to convey
those facts? (After filling in this information, go to question 6.)

3.

What opinion do I want to prove? What points of evidence will I provide? How
will that evidence prove my thesis? (After filling in this information, go to question
6.)

4.

How exactly is this skill performed or learned? What steps are taken to
accomplish it? What visual aids will I need to teach those steps? (After filling in
this information, go to question 6.)

5.

Who or what is the reason my audience will be gathering? What facts do I want
to discuss concerning that person or event? What anecdotes will I include?

6.

What research is needed? What information do I not know?
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