How to write/prepare a Special Occasion Speech

Special Awards or Tributes 

Occasions that might call for special award or tribute speeches include retirements, anniversaries, scholarship presentations, awards ceremonies, and honoring events. In planning to present an award, you should: 

· refer to the award itself and to the occasion 

· praise the recipient 

· make the person's (or group's) accomplishments unique and concrete 

· refer to those whom you represent 

· make the actual presentation 

· be prepared to pose for photographs. 

Acceptance Speeches 

Acceptance speeches are those speeches made by a person accepting an award, a nomination, or other honor. Sometimes an acceptance speech is made on behalf of a person who is absent. In preparing an acceptance speech, you should 

· plan ahead of time the people you want to thank 

· comment on what the award means to you 

· be generous in your praise of others 

Speech of Introduction 

The speech of introduction should last no longer than three minutes. The audience members need to know: the speaker's name, the speaker's qualifications to talk on the topic, and the title or subject matter of the speech. In preparing a speech of introduction, you should: 

· keep the introduction low-key 

· avoid clichés like "with no further ado" 

· be careful not to pre-empt the speaker's topic 

· be accurate 

· be concise and focused. 

Graduation Speeches 

Students can look at this topic in two ways: as students who might be speaking at their own graduation or as guest speakers at another graduation ceremony. In preparing a graduation speech, you should: 

· choose a topic or subject that is neither negative nor controversial 

· praise the graduates for their accomplishments and noteworthy activities 

· recognize all of the people involved in the occasion 

· turn the graduates toward the future. 

Eulogy 

A eulogy is a speech of tribute delivered when someone has died. The person who delivers the eulogy is usually a relative or close family friend-someone who knew the deceased person well and can speak with authority and sensitivity about the person. When you deliver an eulogy: 

· remember to provide comfort for the living 

· if desired, include tasteful humorous recollections of the person who has died. 

Speech of Welcome 

A speech of welcome is made by a single speaker to a group of individuals, with the purpose of extending greetings and promoting friendship. It should be brief and sincere. Some guidelines include: 

· make the person who is being welcomed feel sincerely wanted 

· when welcoming guests, pay tribute to them for their work 

· announce who the guests are, where they are from, and who they represent 

· invite those you are welcoming to feel at home and participate in your community. 

Speech of Farewell 

In a farewell speech, a person publicly says goodbye to a group of acquaintances. A speaker might also give a farewell speech to a departing individual on behalf of a group or community. 

Dedication Speech 

The purpose of a dedication speech is to honour the occasion and to praise the spirit of progress which the dedication symbolizes. Dedication speeches are usually presented on the occasion of the success of a group enterprise (e.g., completing buildings, parks, swimming pools, or stadiums). 

Commemorative Address 

Commemorative addresses are given during special ceremonies held to celebrate a past event (e.g. Canada Day, Remembrance Day, the hundredth birthday of your town). 

Additional Speeches 

A variety of other situations and events may require that short speeches be presented. Included in these are announcements, speeches of nomination, installation speeches, and toasts. Speakers may also be called upon to give a keynote address, an after dinner speech, or an impromptu speech. 

Students should be prepared to give short, clear announcements (that address who, what, when, where, why) whenever an occasion calls for such. 

Nomination speeches first mention specific requirements attached to an office (e.g., duties, responsibilities), then announce clearly the name of the person being nominated, along with specific reasons for suggesting that candidate (e.g., the candidate's background and experience). 

Installation speeches are given by people who have been installed into office. The speaker must thank supporters and ensure all present that they will be represented fairly. Installation speeches show that you accept the challenge of the office and that you look forward to working closely with other people. They should also outline some of your general future plans for the coming term. 

There are many occasions when proposing a toast is appropriate: graduations, births, weddings, anniversaries, job promotions. Toasts should always be brief, meaningful, and sincere. 

A keynote address is an inspirational talk and is generally presented at the beginning of a meeting or a conference. Its purpose is to motivate the audience, and it emphasizes the importance of the meeting or conference. It may also set the tone or the theme for other speakers. 

An after dinner speech may present information or persuade, but its main purpose is to entertain. Subjects which are overly serious should be avoided (e.g., disease). The speaker should concentrate on thought provoking subjects and on infusing a little bit of humor. Personal anecdotes, if delivered well, can be effective. 

An impromptu speech is spontaneous and unrehearsed. The speaker depends on his or her knowledge about a subject and does not prepare a formal speech ahead of time. People speak in an "impromptu" manner every day when they answer a question, take part in casual discussion, or express an opinion. Occasions when a person might be called upon to make an impromptu speech include club meetings, conferences, business meetings, and class discussions. 

If you know you are going to be at a particular function or gathering, and there is any possibility you could be called upon to speak briefly, you should prepare a few comments and keep them in mind. Ask yourself: "What is likely to happen at this gathering? Who will be there? What will they probably say? Are there any controversial areas? Will people have questions for me? How should I respond?" 

The goal of impromptu speaking is to learn how to present your thoughts on an idea, clearly, briefly, and in a reasonably organized way. 

