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Creating an Informative Speech

Narrow down your topic. Since your speech is limited to three minutes, you don't have enough time to tell people everything you know about the topic.  Think about one element of your topic that you want your audience to learn about.
Develop your thesis. Your thesis should be a statement of what the speech is about, a sentence that describes your narrow topic. 
Do your research. If there's one rule to writing an informative speech it's this: know your subject. 
Consider your audience. In general, it's a good idea to assume your audience knows nothing about your topic. With this in mind, you may need to give plenty of background information and be careful about what shortcuts you take in explaining your topic.

Outline your speech. Write a list of the information you think should be included. Put the list in logical order in an outline format.
Write an introduction. Your introduction should grab the audience's attention, perhaps with an amusing anecdote or an interesting quote relevant to your topic. Then you should proceed to give your thesis statement, and then, provide your audience with a roadmap (where you’re leading them). 
Expand your outline to make the body of the speech. Go through each key point on your outline and expand it.  Make each point come alive with interesting information and detail.
Write your conclusion. A conclusion should quickly summarize the main points of the speech. Ideally, your conclusion should refer back to the introduction in some way--this shows the speech is cohesive and tells the audience that you have come full circle. 

Time your speech. Your speech is limited to three minutes. Practice your speech - out loud - and time it. Cut out unnecessary material if your speech is too long. The speech should be just long enough to cover the material thoroughly.

http://www.wikihow.com/Write-an-Informative-Speech
