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Structuring Your Talk 

Structuring a talk effectively is crucial for engaging your audience and 
ensuring your message is conveyed clearly. Here's a general guide on how 
to structure a talk:

1. Introduction
2. Body
3. Interactions (Optional)
4. Conclusion 
5. Q&A Session (Optional)



Introduction 
● Hook: Start with something that grabs attention, such as a surprising fact, a question, a story, or a 

quote.
○ Surprising Fact: "Did you know that more people have access to a mobile phone than a toilet worldwide?"
○ Question: "Have you ever wondered what it would be like to live on Mars?"
○ Story: "Let me tell you about the time I found myself lost in the Amazon rainforest..."
○ Quote: "As Albert Einstein once said, 'Imagination is more important than knowledge.'"

● Purpose: Clearly state the purpose of your talk. What do you want the audience to learn or 
understand?
○ "Today, I'm going to share how renewable energy can revolutionize our future."
○ "In this talk, I'll explore the secrets of effective communication."
○ "I aim to explain the importance of preserving biodiversity for our planet's health."

● Overview: Give a brief overview of what you will cover. This helps set expectations and gives your 
audience a roadmap of your talk.
○ "We'll cover three main areas: the current state of renewable energy, its potential, and the challenges we face."
○ "I'll begin with the basics of communication, delve into advanced techniques, and conclude with practical tips."
○ "First, we'll look at what biodiversity is, why it matters, and then explore ways we can protect it."



Body 
● Key Points: Break your main topic into 2-4 key points. Each point should be a distinct aspect of 

your topic.
○ "The first point is the current global energy consumption and its impact."
○ "Our second focus will be the technological advancements in renewable energy."
○ "Finally, we'll discuss the policy changes needed to support renewable energy adoption."

● Evidence and Examples: Support each point with data, examples, stories, or analogies. This 
makes your content more relatable and credible.
○ "According to a 2022 report, solar energy has reduced carbon emissions by 30% in Europe."
○ "For instance, Denmark has successfully implemented wind energy to power over 40% of the country."
○ "A case study of Japan shows how policy reform can accelerate the transition to renewable energy."

● Transitions: Use clear transitions between points. This helps maintain the flow and keeps your 
audience engaged.
○ "Now that we understand the current state, let's examine the technological advancements."
○ "Having looked at the technology, let's shift our focus to policy changes."
○ "With these policies in mind, let's consider their practical implications."



Interaction (Optional)  

Questions and Engagement: If appropriate, involve your audience through questions, polls, or 
interactive elements. This keeps the audience engaged and makes the talk more dynamic.

● "By a show of hands, how many of you have used a solar-powered device?"

● "I'd like to ask you to discuss with your neighbor: What renewable energy source do you find most 
promising?"

● "Let's do a quick poll: Which renewable energy policy do you think is most effective?"



Conclusion 
● Summary: Recap the main points of your talk. This reinforces what you’ve covered and helps 

with retention.
○ "To recap, we've covered the current state of global energy, technological advancements in renewables, and 

necessary policy changes."
○ "In summary, we explored the importance of effective communication, its techniques, and practical applications."

● Call to Action: If applicable, end with a call to action. What do you want your audience to do, 
think, or feel after your talk?
○ "I encourage you to consider using renewable energy in your homes and communities."
○ "I urge you to practice these communication techniques in your daily interactions."

● Closing Thought: Leave the audience with a final thought or takeaway. This could be an inspiring 
quote, a thought-provoking question, or a key message.
○ "Remember, each small step towards renewable energy is a leap towards a sustainable future."
○ "As we part, think about this: Effective communication isn't just about speaking; it's about being heard."



Q&A Session (Optional) 

● Open Floor: If time allows, offer a Q&A session. 

This gives the audience a chance to clarify points and engage directly with you.

○ “I'd now like to open the floor for any questions you might have."
○ "Feel free to ask any questions about the topics we've covered today."



More Resources 
Nancy Duarte's approach to structuring a talk provides an excellent example of how to effectively 
prepare and deliver a presentation. 

She emphasizes the importance of understanding who your audience is, what they need, and how your 
message can provide an answer or solution. This focus on the audience rather than the speaker shifts 
the dynamic of the presentation, making it more about the value it offers to the listeners.

When it comes to the actual presentation structure, Duarte advises against starting directly in 
PowerPoint or similar tools. Instead, she suggests using note cards or sticky notes to jot down ideas and 
then arranging them to find the most logical and impactful structure. This method allows for a more 
holistic view of the talk and helps identify the key points and their flow.

https://www.ted.com/talks/nancy_duarte_the_secret_structure_of_great_talks

https://www.ted.com/talks/nancy_duarte_the_secret_structure_of_great_talks


Exercise 

1. Go through your talk and see if you can apply this structure to your outline

2. What are you doing that already covers these points?

3. What can you put in/add that was not there?

4. Watch video: https://www.ted.com/talks/nancy_duarte_the_secret_structure_of_great_talks

https://www.ted.com/talks/nancy_duarte_the_secret_structure_of_great_talks


Other Talks To Check Out 
Here are some of the top TED Talks focused on the art of public speaking and delivering speeches:

"TED's secret to great public speaking" by Chris Anderson: Anderson, the curator of TED, reveals the secret 
ingredients to a great TED Talk and how you can use them in your own presentations.

"How I beat stage fright" by Joe Kowan: Kowan shares his personal story of dealing with stage fright and offers 
insights on how to confidently speak in front of people.

"How to speak so that people want to listen" by Julian Treasure: In this talk, Treasure, an expert on sound, 
demonstrates powerful speaking techniques, including vocal exercises and tips to ensure your message is heard.

"The secret structure of a great talk" by Nancy Duarte: Duarte explores the common structure of impactful 
speeches, like Martin Luther King’s “I have a dream” speech and Steve Jobs’ iPhone launch keynote, and how you 
can apply this structure in your own talks.

"The science of stage fright (and how to overcome it)" by Mikael Cho and "Your body language may shape 
who you are" by Amy Cuddy: These talks delve into overcoming stage fright and the importance of body 
language in effective communication.


