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OVERVIEW

Most of us feel comfortable 
when we have the time to 
prepare our speeches, but when 
it comes to delivering one on the 
spot, we tremble. This chapter 
will help you prepare for those 
situations when you are asked to 
speak on the spur of the 
moment. Rightly said, 
impromptu speaking requires 
thinking on your feet. 

Though, any form of speaking 
takes practice and perseverance, 
there are strategies that one can 
follow and apply in impromptu 
situations. 

• Approaching the 

situation

• Dealing with your 

anxiety

• Articulation strategies

• Engaging audience

• Using humor
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Impromptu Speaking

Impromptu speaking may not be as glamorous as prepared speaking, but 

it is an equally vital skill simply because there are so many scenarios 

where you find yourself speaking without more than a few moments of 

preparation. Consider just a few situations where you find yourself 

speaking off the cuff:

• The scheduled speaker is unavailable (or late), and you’ve been asked 

to fill in.

• You are sitting on a panel answering questions from the audience.

• You are fielding questions after your own talk (yes, your Q&A session 

is impromptu speaking)

• You are being interviewed on television, radio, webinar, or telephone.

• You are invited (at the last moment) to say a few words at a company 

gathering.

• You are asked to provide a brief status report for your project at a 

department meeting.

It’s also worth noting the irony that the better you are at giving prepared 

speeches, the more you will be invited to speak with no time for 

preparation at all. Your friends and colleagues will recognize your 

speaking skill, and when they need “someone” to say a few words… 

you’ll be that someone!

Anticipate situations                                                             
Anticipate situations where you may be called upon to speak. For 

example, if you are attending an engagement party for a close friend or 

family member, there’s a reasonable chance that you might be asked to 

speak. Similarly, if one of your close colleagues is scheduled to speak 

(e.g. your boss, your peer, or your report), it’s also reasonable to assume 

that you will find yourself speaking. As you head to the event, do a few 

mental exercises, trying to guess what you might be asked to speak 

about, and how you would respond. Even if your guess isn’t accurate, it’s 

amazing how those prior thoughts will help you think on your feet when 

you are asked to speak.

“There are always three speeches, for every one you 

actually gave. The one you practiced, the one you 

gave, and the one you wish you gave.” 

- Dale Carnegie
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How to conquer your nerves? 

Take your time to compose
Don’t be in a hurry. Walk slowly to your mark, being 

relaxed and deliberate. Stretch the time you have 

and use it to prepare yourself and consider what 

your opening lines will be.

Take a few deep breathes and let your mind settle 

and concentrate.  Assume that everyone around 

you wants you to succeed. Face your audience 

boldly and smile. Make eye contact with those 

closest to you. Display confident body language—try 

not to fidget, tremble or arrange yourself 

awkwardly. 

- Don’t apologize.

- You may even ask for a glass of water or wish if 

you could get one. (That will add a dash of 

humor to it)

- Impromptu speaking doesn’t mean that you have 

to speak much in a short time. You can still take 

pauses, rather you should. 

You can always weave a general opening that you 

can use before actually coming to the topic. Some 

such amusing openings could be: 

- I was trying to be invisible but you caught me 

before I could. 

- The speakers before me have been simply 

superb, I wish that trend could continue but you 

called me. 

- Being caught off-guard is good as well as bad, it’s 

bad because you aren’t really prepared; but it’s 

good because it teaches you how to deal with 

uncertainties in life. Let me try to deal with this 

one. 

P.R.E.P. (Point. Reason. Example. Point) 
Start off by clearly stating your point. Share the 

primary reason (or reasons, if you have more time). 

Then, share an example (preferably in story form) 

where your main point or reason is supported. 

Finally, conclude by summarizing your central point 

again. The template works well in many situations, 

and is easily adapted.

Issue, Pros vs. Cons, Conclusions – Start off by 

framing the issue. Talk about the benefits, and 

then talk about the drawbacks. Conclude with your 

recommendation.

Past, Present, Future
In the past the answer to the problem we face 

was...

As of now, we have XXXXX answers to the 

problem...

In the future we predict we will have XXXXX 

answers to the problem.

Cause, Effect, Remedy
The cause of the problem facing us today is XXXX.

The effect of the problem is XXXX.

The remedy for the problem is XXXX.

Before, the event and the result
Before the demonetization…….

And when demonetization happened…..

After the demonetization………

More formats
Tell them what you are going to tell them

Then tell them

Tell them what you just told them. 

The once upon a time speech

5W – and 1H
In this pattern, you cover your topic by addressing 

the Who, What, When, Where, and Why elements. 

For example, if you’ve been asked to speak briefly 

about a fundraising initiative, you could talk about 

[1] who started it, and who is involved now; [2] 

what the goals are; [3] when it started, and the 

schedule for the future; [4] where does it take 

place; and [5] why are you involved. 

This template works nicely, largely because the 

“why?” comes last, because this is often the most 

critical information. 
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Follow the KISS principle 
Keep it short and simple.  Impromptu speaking 

requires brevity because the more you speak the 

more mistakes you are likely to make. Moreover, 

the audience doesn’t expect you to give a full  

fledged speech. An impromptu speech should be 

like a breeze that just comes, touches us and 

leaves us delighted.  

Clues from the topic: 
- Does the topic help you recall a personal 

incident? If yes, you can start with that story. 

- Does the topic include an object? For example: 

apple, atone, bird, bed etc. If yes, you can begin 

with that and then spin around to arrive at your 

point. This helps you buy time too. 

- Is it a statement you strongly agree with? If yes, 

give three reasons why you do so.

- Is it a statement you don’t agree with? If you 

don’t, give three reasons why you don’t. 

- Can you laugh at the topic itself? 

- Can you talk about why someone would choose 

that topic for an impromptu session? 

- Split the audience: If it is a statement you think 

will divide the opinions. Throw it at the 

audience. Ask them to raise hands if they agree 

or disagree. This will  help you take charge of 

the situation, engage the audience while buying 

time for expressing your own thoughts. 

- The NEWS

Can you recall any news item related to the 

topic or any other current issue that you can 

eventually connect to the topic?

- Ifs and buts: You can spin around the topic with 

Ifs and buts. For example: 

If I say that I ………………………………

You will say……………………………….
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- You can act out embarrassment as to why you find 

difficult to talk on the topic, while you continue 

speaking on it.  But that should be the least preferred 

strategy. 

- Impromptu sessions are regular affairs at SpeakINDIA

giving members and guests ample opportunities to 

practice their impromptu speaking skills. 

- We regularly have impromptu speaking sessions at 

SpeakINDIA involving almost all the members. These 

impromptu sessions are sometimes improvised to 

make them more interesting and funny. 

Developing impromptu speaking skills

- Impromptu speaking is a skill and to develop mastery 

over this skill you need to practice. But the question is  

how will you practice? Practicing impromptu speech is 

simple. While reading this chapter, look around. See 

anything? A table, chair, laptop, mobile, co-worker? 

Pick a subject from your environment and start 

speaking on that subject. It can be anything. It can be 

as silly as the floor of your workplace or as serious as 

your boss. The idea is to get ready to speak whenever 

you choose a subject. Don’t stop until 2 minutes is 

over. If you do it 5 times a day, within 3 months, you 

would master impromptu speaking and you would 

deal with any impromptu speaking situation. 

- To start, make sure no-one knows that you are doing 

it. So find some time to practice this. You can do it in 

lunch breaks or in coffee breaks during afternoon 

time. Practice, practice and practice to get better.

- And always remember this famous tongue-in-cheek 

quote from Mark Twain: 

- "It usually takes more than 3 weeks to prepare a 

good impromptu speech."

- Once you develop some confidence, turn it into a 

game with your friends or colleagues. Throw 

impromptu topics at one another, they will be 

surprised to see how confidently and flawlessly you 

can speak impromptu. 
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Your evaluation
Impromptu speaking

OBJECTIVE EVALUATION CRITERIA RATING

p How well did the speaker approach the topic? 5      4       3     2     1                                                                                   

Please comment_______________________________________________________________________

p How effectively did the speaker managed nervousness                              5      4       3     2     1                      

and projected confidence.                                  

Please comment_________________________________________________________________________

p How appropriate and relevant was the content?         5      4       3     2     1                                                        

Please comment________________________________________________________________________

p Did the speech have a proper opening, body and closing? 5      4       3     2     1 

Please comment_______________________________________________________________________

p How well did the speaker maintain the flow of ideas? 5      4       3     2     1 

Please comment________________________________________________________________________

p How well the speaker followed speaking essentials: Organization, confidence, language & pronunciation?

Please comment____________________________________________________________________________________________________

p What did you like the most about the speech? 

p What could the speaker have done differently to make the speech more effective?

As an evaluator, you help the speaker by sharing your valuable feedback on his/her 
performance. Please mark your rating considering 1 as poor and 5 to be excellent. Since a 
member is likely to attempt impromptu speaking several times, multiple columns have been 
added to help you assess at different occasions. 

Speech title______________________________________________________ Date ________________
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_____________________________________
Name of the evaluator
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