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Social	Science	Courses	249	34.	•	Pay	close	attention	to	the	length	of	your	speech.Gauge	Listeners’	Feelings	towardYou	as	the	SpeakerHow	audience	members	feel	about	you	will	also	have	significant	bearing	on	their	responsiveness	to	the	message.	Applied	to	publicspeaking,	it	addresses	our	responsibilities	when	seekinginfluence	over	other	people
and	for	which	there	are	positiveand	negative,	or	“ right”	and	“ wrong,”	choices	of	action.2	Fore	xample,	should	you	show	a	gory	photograph	without	warn-ing	to	convince	audience	members	not	to	text	and	drive?Should	you	bother	to	check	the	credibility	of	a	suspect	sourcebefore	offering	it	to	the	audience?	Villagran,	George	Mason	University.	What	is
the	time	of	event	and	length	of	the	speech?	Whenever	p	oss	ible,	reveal	your	needs	to	him	or	her	by	asking	questions.	To	circumventthis,	begin	your	search	at	your	school’s	or	town’s	libraryp	ortal,	or	electronic	entry	point	into	its	holdings	(e.g.,	thelibrary’s	home	page).	The	United	States	Senate	(www.senate.gov)	includes	speeches	by	U.S.	senators.
Often,	it	takes	just	a	few	questions	to	getsome	idea	of	where	audience	members	stand	psychologicallyand	demographically.Conduct	InterviewsInterviews,	even	brief	ones,	can	reveal	a	lot	about	the	audi-ence’s	interests	and	needs.	If	this	file(s)	is	yours,	please	report	it	on	DMCA	Page,	we	will	remove	it	within	24	hours.	QUICK	TIP	Enjoy	the	Occasion
Most	people	ultimately	find	that	giving	speeches	can	indeed	be	fun.	Channeled	properly,	nervousness	can	actually	boost	performance.	Relevant	facts,	or	documented	occurrences,	to	sub	stantiate	your	statements?	A	survey	onconsumer	responses	to	cause	marketing	was	conducted	byNielsen.	The	same	is	true	for	any	activity	dependent	on	income.	The
type	of	source	(journal	a	rticle,	book,	personal	inter-	view,	website,	blog,	online	video,	etc.)	3.	Conservative	individuals	hold	certain	views	that	liberals	dispute,	and	the	chasm	between	far	right	and	far	left	is	great	indeed.	Education	Courses	263	36.	Listeners	and	Speakers 	27chapter	1Becoming	a	Public	SpeakerWhether	in	the	classroom,	workplace,
or	community,	theability	to	speak	confidently	and	convincingly	before	an	audi-ence	is	empowering.	Needs	to	specify	point	of	message	2.	03.27.2012	1	3	Two	thirds	(66%)	of	consumers	around	the	world	say	they	pre-	fer	to	buy	products	and	services	from	companies	that	have	implemented	programs	to	give	back	to	society.	Following	are	some	basic
statistical	terms	commonly	used	in	speeches	that	include	statistics.	Consider	Current	Events	and	Controversial	Issues	Think	about	events	and	issues	that	are	most	important	to	you	and	your	audience,	and	consider	whether	you	can	make	a	difference.	Have	I	qualified	the	source	to	establish	its	reliability	and	credibility?this	page	left	intentionally
blankpart	3Organization11.	Identify	why	listening	will	help	you:	 “ I	will	get	a	better	grade	on	the	evaluation	if	I	am	able	to	identify	and	evaluate	the	major	components	of	Sara’s	speech.”	3.	As	a	matter	of	accuracy,	in	your	speechesyou	should	distinguish	among	these	three	kinds	of	averages.	Can	the	questions	be	answered	within	a	reasonable	time
frame?	Main	Point	2	A.	However,	nearly	everyone	experiences	nervousnessabout	giving	a	speech.	 	Recognize	That	We	Listen	SelectivelyIn	any	given	situation,	no	two	audience	members	will	pro-cess	the	information	in	exactly	the	same	way.	It’s	satisfying	and	empowering	to	influence	p	eople,	and	a	good	speech	is	a	sure	way	to	do	this.	Participation	in
any	of	these	forums	offers	an	excellent	opportunity	to	pose	questions	and	deliver	brief	comments,	thereby	providing	exposure	to	an	audience	and	building	confidence.	Rhetoric	flourished	in	the	Greek	city-state	ofAthens	in	the	fifth	century	b.c.e.	and	referred	to	making	effec-tive	speeches,	particularly	those	of	a	persuasive	nature.	The	following	table
lists	resources	typically	found	on	library	portals.	Coordinate	points	are	of	equal	importance	and	are	indicated	by	their	par-	allel	alignment.	Quick	Tip	Listening	Styles	and	Cultural	Differences	Research	suggests	a	link	between	our	listening	styles	and	a	culture’s	predominate	communication	style.6	A	study	of	young	adults	in	the	United	States,	Germany,
and	Israel7	found	distinct	listening	style	preferences	that	mirrored	key	value	preferences,	or	preferred	states	of	being,	of	each	cul-	ture.	Do	the	main	points	express	the	key	points	of	the	speech?	Presentations	Assigned	across	the	Curriculum	243	31.	Meeting	in	a	public	square	called	the	agora,	Atheniansroutinely	spoke	with	great	skill	on	the	issues	of
public	policy;and	their	belief	that	citizenship	demands	active	participationin	public	affairs	endures	in	modern	democracies	to	this	day.	How	will	any	equipment	I	plan	to	use	in	my	speech,	such	as	an	LCD	projector,	function	in	the	space?	E-readings	icons	are	included	in	the	chapters	and	high-	lighted	when	additional	reference	m	aterials	are	available	in
LaunchPad	Solo.Preface	The	Fifth	Edition	of	A	Pocket	Guide	to	Public	Speaking	reflects	our	continuing	mission	to	provide	students	with	a	truly	effec-	tive	speech	resource	that	is	comprehensive	yet	brief,	afford-	able,	and	student	friendly,	based	on	solid	scholarship	and	the	rhetorical	tradition.	A	social	news	site	allows	users	to	submit68	2 	• 
DevelopmentFROM	SOURCE	TO	SPEECHEvaluating	Web	SourcesCheck	the	Most	Authoritative	Websites	FirstSeek	out	the	most	authoritative	websites	on	your	topic.	Do	you	make	any	unwarranted	assumptions	about	the	audience’s	political	or	religious	values	and	beliefs?	This	is	espec	ially	the	case	when	your	claims	are	controversial.	The	p	eople	to
whom	you	will	be	presenting	your	speech	appear	to	be	quite	friendly	and	are	very	cordial	in	their	greetings	and	conversations	prior	to	the	presentation.	Hopf.	She	is	giving	two	persua-sive	speeches	this	semester:	one	to	her	public	speaking	classand	one	to	the	student	council,	as	a	representative	of	herclub.	Personal	attitudes,	beliefs,	and	goals	are
also	closely	tied	to	occupational	standing.	Example:	In	a	session	on	“Mindfulness	in	the	World”	deliv-	ered	at	the	Wisdom	2.0	Conference	on	February	26th,	2015,	and	broadcast	on	YouTube,	Jon	Kabat-Zinn,	scientist,	renowned	author,	and	founding	director	of	the	Stress	Reduction	Clinic . . .QUICK	TIPCredit	Sources	in	Presentation	AidsJust	as	you
acknowledge	the	ideas	of	others	in	the	verbalportion	of	your	speech,	be	sure	to	credit	such	material	usedin	any	accompanying	presentation	aids.	This	allows	more	oxygen	to	the	brain	so	you	can	think	clearly.	Inaddition,	the	speech	body	should	expand	upon	the	introduc-tion,	and	the	conclusion	should	summarize	the	body.	These	guides	are	available	to
be	pack-	aged	with	A	Pocket	Guide	to	Public	Speaking	for	a	very	low	price.	In	a	speech	on	helping	college	students	finish	their	degrees,	Melinda	French	Gates	offered	the	following	brief	story	to	illustrate	the	hardships	many	must	overcome:	Last	year,	we	met	a	young	man	named	Cornell	at	Central	Piedmont	Community	College	in	Charlotte,	North
Caro-	lina.	OCCUPATION 	In	most	speech	situations,	the	occupation	of	audience	members	is	an	important	and	easily	identifiable	demographic	characteristic.	Both	depend	on	having	a	focused	sense	of	who	the	audience	is.6	Both	speaking	and	writing	often	require	that	you	research	a	topic,	offer	credible	evidence,	employ	effective	transitions,	and
devise	persuasive	appeals.	Match	central	idea	of	e-mail	3.	•	Offer	to	send	the	interviewee	the	results	of	the	interview.	 	Refine	the	Topic	and	Purpose	Once	you	have	an	idea	for	a	topic	and	have	established	a	general	speech	purpose,	you’ll	need	to	narrow	your	focus	to	align	with	the	nature	of	the	occasion,	audience	expectations,	and	time	constraints.	 
Adapt	to	Audience	Psychology:	Who	Are	Your	Listeners?Audience	analysis	involves	investigating	the	audience’sattitudes,	beliefs,	and	values — their	feelings	and	opinions 	— toward	the	topic,	toward	you	as	the	speaker,	and	toward	thespeech	occasion.	Generate	these	points	withthe	supporting	material	you’ve	collected	in	your	research — examples,
narratives,	testimony,	facts,	and	statistics	(seeChapter	8).	You	may	wish	to	use	Web-based	survey	software,	such	as	SurveyMonkey	or	QuestionPro,	to	generate	surveys	electronically	using	premade	templates	and	distribute	them	online.	Have	I	made	certain	that	any	recording	equipment	I	plan	to	use	is	in	working	order?9 	• 	Finding	Credible	Sources
in	Print	and	Online	67	Distribute	Surveys	A	survey	can	be	useful	as	both	a	tool	to	investigate	audience	attitudes	and	a	source	of	primary	m	aterial	for	your	speech.	Listeners’under-standing	of	information	is	directly	linked	to	how	well	it	isorganized,3	and	they	will	quickly	lose	interest	when	thespeech	is	disorganized.4	Listeners	also	find	speakers
whosespeeches	are	well	organ	ized	more	believable	than	thosewho	present	poorly	organ	ized	ones.5	 	Strive	for	a	Unified,	Coherent,	and	Balanced	OrganizationA	well-organ	ized	speech	is	characterized	by	unity,	coherence,and	balance.	Are	there	special	events	or	circumstances	of	concern	to	my	audience	that	I	should	acknowledge?chapter	7Selecting
a	Topic	and	PurposeOne	of	the	first	tasks	in	preparing	a	speech	is	to	select	a	topicand	purpose	for	speaking	that	are	appropriate	to	the	audi-ence	and	occasion.	Computer	skills	10.	Using	Presentation	SoftwarePart	7 	T	ypes	of	Speeches	155	156	22.	Give	specific	details	2.	•	Comprehensive	video	collection	in	LaunchPad	Solo	containing	more	than	250
clips	and	full-length	speeches,	including	professional	speeches,	model	stu-	dent	speeches,	and	“Needs	Improvement”	clips	that	highlight	typical	issues.	For	example,	what	is	it	like	to	go	hang	gliding	in	the	Rocky	Mountains	or	to	be	part	of	a	medical	mission	team	working	in	Uganda?	This	makes	me	more	confident	[in	dealing]	with	time	requirements.
Avoid	continuing	subject	line	in	text	1.	Instructors	can	also	export	the	questions	into	a	variety	of	course	management	systems.	This	is	the	mean,	the	com-puted	average.	Do	your	listen-	ers	hold	positive,	negative,	or	neutral	attitudes	toward	the	topic?	118).	 	Separate	the	Speech	into	Its	Major	Parts	Every	speech	will	have	an	introduction,	a	body,	and	a
conclu-	sion.	•	Are	you	there	to	mark	a	special	occasion,	such	as	an	awards	ceremony?	Popular	Internet	search	enginessuch	as	Google	and	Bing	also	offer	a	wealth	of	resources	todiscover	and	narrow	topics.	•	Arrangement	is	organizing	the	speech	in	ways	best	suited	to	the	topic	and	audience.	Scale	questions — a	lso	called	attitude	scales — m	easure
the	respondent’s	level	of	agreement	or	disagreement	with	specific	issues:	“Flag	burning	should	be	outlawed.”	1)	Strongly	Agree 	2)	Agree 	3)	Undecided 	4)	Disagree 	5)	Strongly	Disagree	Scale	questions	can	be	used	to	m	easure	how	important	listeners	judge	something	to	be	and	how	frequently	they	engage	in	a	particular	behavior:	“How
important	is	religion	in	your	life?”	1)Very	Important 	2)	Important 	3)	Moderately	Important 	4)	Of	Minor	Importance 	5)	Unimportant	Open-ended	questions	(also	called	unstructured	ques-	tions)	begin	with	a	“how,”	 “ what,”	 “ when,”	 “ where,”	or	 “ 	why,”	and	they	are	particularly	useful	for	probing	beliefs	and	opinions.	67–69,for	more	on
conducting	interviews.)Survey	the	AudienceSurveys	can	be	as	informal	as	a	poll	of	several	audiencemembers	or	as	formal	as	the	pre-speech	distrib	ution	of	awritten	survey,	or	questionnaire — a	series	of	open-	and	closed-ended	questions.	Find	New	Opportunities	for	Civic	Engagement	Public	speaking	also	offers	you	ways	to	enter	the	public	con-
versation	about	social	concerns	and	become	a	more	engaged	citizen.	The	speech	body	contains	the	speech’s	main	points	and	subpoints,	arranged	to	support	the	speech’s	thesis.	Use	eye	contact	and	body	movements	to	include	the	audience	in	your	message.	To	check	the	factual	accuracy	of	information	offered	by	key	political	players	and	major
journalistic	outlets,	consult	these	websites	(bearing	in	mind	that	they	too	are	not	infallible).	Consult	general	databases	such	as	AcademicOneFile	(for	browsing	and	starting	the	search	process)	andsubject-specific	databases	such	as	Ethnic	NewsWatch	(for	in-depth	research	on	a	topic).	It	steers	clear	of	invective,	verbal	attacks,	designed	to	discredit
and	belittle	those	with	whom	you	disagree.	In	an	a	rticle	titled	“Strange	Fruit:	The	Rise	and	Fall	of	Açai,”	published	in	the	May	30,	2011,	issue	of	the	New	Yorker,	John	Calapinto	says	that	açai,	a	fruit	grown	in	Brazil	that	was	unknown	in	this	country	until	ten	years	ago,	is	now	marketed	as	a“superfruit”that	has	powerful	health	benefits.	This	is
indicated	by	indentation.Arrange	supporting	points	in	order	of	their	importance	orrelevance	to	the	main	point.	•	Demonstrate	the	quality	and	range	of	your	research	to	listeners.	Unless	you	can	clearly	identify	what	youwant	to	say	and	why	you	want	to	say	it — y	our	topic	and	pur-pose — p	rior	to	delivering	a	speech,	you	won’t	be	able	to	giveone	that
works.	No	part	of	this	book	may	be	reproduced,	storedin	a	retrieval	system,	or	transmitted	in	any	form	or	by	any	means,electronic,	mechanical,	photocopying,	recording,	or	otherwise,except	as	may	be	expressly	permitted	by	the	applicable	copyrightstatutes	or	in	writing	by	the	Publisher.0  9  8  7  6  5f    	e  d  c  b  aFor	information,	write:
Bedford/St.	Martin’s,	75	Arlington	Street,Boston,	MA	02116  (617-399-4000)ISBN	978-1-4576-7040-4 	Manufactured	in	China.ISBN	978-1-319-01977-8 	Manufactured	in	the	U.S.AcknowledgmentsJoe	Ayres	and	Tim	S.	TYPICAL	RESOURCES	FOUND	ON	LIBRARY	PORTALS	•	Full	text	databases	(newspapers,	periodicals,	journals)	•	General
reference	works	(dictionaries,	encyclopedias,	atlases,	almanacs,	fact	books,	biographical	reference	works,	quotation	resources,	poetry	collections)	•	Books,	e-books,	and	monographs	•	Archives	and	special	collections	(collected	papers,	objects	and	images,	and	scholarly	works	unique	to	the	institution)	•	Digital	collections	(oral	histories,	letters,	old
newspa-	pers,	image	collections,	audio	and	video	recordings)	•	Video	and	music	collections	 	Be	a	Critical	Consumer	of	Online	Information	Discerning	the	accuracy	of	open	content	is	not	always	easy	when	you’re	surfing	the	Internet	outside	of	a	library	portal.	Is	each	main	point	substantiated	by	at	least	two	sup-	porting	points — o	r	none?	Selecting	an
Organizational	Pattern 	8913.	Each	search	engine	offers	optionsfor	specialized	searches	within	books,	news,	blogs,	finance,images,	and	other	sources.	They	also	point	to	the	need	to	focus	on	intercultural	understanding	as	you	learn	about	your	audience.	Use	Statistics	Accurately	Statistics	are	quantified	evidence	that	summarizes,	com-	pares,	and
predicts	things.	6.	Transitions	serve	as	mental	bridges	that	helpestablish	coherence.	•	Indicate	coordinate	points	by	their	parallel	alignment.	Values	shape	our	world-	view4	and	form	the	basis	on	which	we	judge	the	actions	of	others.Conflicting	values	lie	at	the	heart	of	many	controver-	sies	that	today’s	public	speakers	might	address,	making	it	dif-
ficult		to	speak	about	certain	topics	without	challenging	cherished	beliefs.	The	third	step	of	meditation	is	“ 	relaxation.”82	3 	• Organization	 	Use	Supporting	Points	to	Demonstrate	Your	ClaimsSupporting	points	organize	the	evidence	you	have	gath-ered	to	explain	(in	an	informative	speech)	or	justify	(in	a	per-suasive	speech)	the	main	points.	We
received	detailed	comments	from	professors	who	teach	public	speaking	in	the	social	sciences,	sciences,	and	humanities,	and	incorporated	this	feedback	into	the	revision.	Have	I	considered	how	much	I	can	competently	research	and	then	report	on	in	the	time	I	am	given	to	speak?	While	hearing	isthe	physiological,	largely	passive	process	of	perceiving
sound,listening	is	the	conscious	act	of	receiving,	constructing	mean-ing	from,	and	responding	to	spoken	and	nonverbal	mes-sages.1	We	can	decide	to	tune	out	the	speaker	and	ignore	themessage,	uncritically	accept	or	hypercritically	reject	whateveris	said,	or	bring	our	full	attention	and	critical	faculties	to	bear.Quick	TipGet	Ahead	by	ListeningCollege
students	in	the	United	States	spend	more	timelistening	(about	24	percent)	than	they	do	on	any	other	com-munication	activity,	such	as	speaking	(20	percent),	usingthe	Internet	(13	percent),	writing	(9	percent),	or	reading(8	percent).2	Listening	is	also	the	number	one	activityemployees	do	during	the	work	day.3	Managers	overwhelm-ingly	associate
listening	skills	with	competence,	efficiency,and	leadership	potential,	promoting	employees	who	displaythem	and	hiring	new	entrants	who	possess	them.4	In	bothcollege	and	work	arenas,	skill	in	listening	leads	to	success.	Print	Article	When	citing	from	a	print	a	rticle,	use	the	same	guidelines	as	you	do	for	a	book.	What	is	the	physical	setting	of	the
speech — a	uditorium,	banquet	hall,	classroom?	This	guide	addresses	specific	chal-	lenges	ESL	students	may	experience	in	the	public	speak-	ing	course	and	offers	instructors	valuable	advice	for	helping	students	overcome	obstacles.	Assess	the	speech	as	a	whole	and	remain	open	to	ideas	and	beliefs	that	differ	from	your	own.	To	reduce	internal
listening	distrac-tions,	avoid	daydreaming,	be	well	rested,	monitor	yourself	forlapses	in	attention,	and	consciously	focus	on	listening.Guard	against	Scriptwritingand	Defensive	ListeningWhen	we,	as	listeners,	engage	in	scriptwriting,	we	focus	onwhat	we,	rather	than	the	speaker,	will	say	next.8	Similarly,people	who	engage	in	defensive	listening	decide
eitherthat	they	won’t	like	what	the	speaker	is	going	to	say	or	thatthey	know	better.	Managing	Speech	Anxiety	20	4.	It	contains	high-quality	multimedia	content	and	ready-made	assess-	ment	options,	including	LearningCurve	adaptive	quizzing	that	will	give	you	a	leg	up	on	learning	the	concepts.	Taking	the	measure	of	the	audience	is	critical
becauseaudience	members	tend	to	evaluate	information	in	terms	oftheir	own	point	of	view	rather	than	the	speaker’s — a	t	leastuntil	they	are	convinced	to	take	a	second	look.1	 Y  	ou	may	wantyour	audience	to	support	a	cause,	but	unless	you	knowsomething	about	their	perspectives	on	the	topic,	you	won’tbe	able	to	appeal	to	them	effectively.	See	our
Privacy	Policy	and	User	Agreement	for	details.	For	e	xample,	the	Biodiversity	Project,	an	organization	that	helps	environ-	mental	groups	raise	public	awareness,	counsels	speakers	to	appeal	directly	to	the	three	foremost	values	their	audience	members	hold	about	the	environment	(discovered	in	nation-	ally	representative	surveys	commissioned	by	the
Project),	offering	the	following	as	an	e	xample:	You	care	about	your	family’s	health	(value	#1	as	identified	in	survey)	and	you	feel	a	responsibility	to	protect	your	loved	ones’	quality	of	life	(value	#2).	One	exception	to	sources	needing	citation	is	the	use	ofcommon	knowledge — information	that	is	likely	to	beknown	by	many	p	eople	(though	such
information	must	trulybe	widely	disseminated).	•	Repeat	important	points,	summarizing	information	often.36	2 	• DevelopmentIf	listeners	are	negatively	disposed	toward	the	topic,	•	Focus	on	establishing	rapport	and	credibility.	Activities	such	as	checking	a	cell	phone	or	calendar,	finishing	an	assignment,	or	responding	to	a	text	divert	our	attention
from	the	message	and	reduce	our	ability	to	interpret	it	accurately.	If	you	cre-2 	• 	From	A	to	Z:	Overview	of	a	Speech	11	ate	a	clear	thesis	for	your	speech,	the	main	points	will	be	eas-	ily	identifiable,	if	not	explicit:	Thesis:	The	best	ways	to	combat	identity	theft	and	keep	yourself	secure	are	to	review	your	monthly	finan-	cial	statements,	periodically
check	your	credit	report,	and	secure	your	personal	information	in	both	digital	and	print	form.	Selecting	a	Topic	and	Purpose	60	8.	The	principle	of	balance	suggeststhat	appropriate	emphasis	or	weight	be	given	to	each	part	ofthe	speech	relative	to	the	other	parts	and	to	the	theme.	The	introductionestablishes	the	purpose	of	the	speech	and	shows	its
relevanceto	the	audience.The	body	of	the	speech	presents	main	pointsthat	are	intended	to	fulfill	the	speech	purpose.The	c	onclusionbrings	closure	to	the	speech	by	restating	the	purpose,	sum-marizing	main	points,	and	reiterating	the	speech	thesis	andits	relevance	to	the	audience.	One	way	to	discover	a	digital	collection	relatedto	your	topic	is	to	enter
your	topic	terms	into	a	generalsearch	engine	(e.g.,	African	American	actors	AND	digitalcollections).Consider	Personal	Knowledgeand	ExperienceUsed	effectively,	your	own	knowledge	and	experience	aboutyour	topic	can	serve	important	functions	in	a	speech,	drawingin	listeners	and	creating	a	sense	of	connection	with	them.Sharing	experiences	and
observations	about	work	you’vedone,	people	you’ve	known,	or	places	you’ve	visited	can	adda	dimension	of	authenticity	and	credibility	that	a	secondhandsource	might	not.Conduct	InterviewsOftentimes	you	can	glean	considerably	more	insight	into	atopic,	and	get	more	compelling	m	aterial	to	bring	to	youraudience,	by	speaking	personally	to	someone
who	has	exper-tise	on	the	subject.	“ After	that,“ Cornell	said,	“ 	I	just	crash.”5	Many	speakers	liberally	sprinkle	their	speeches	with	anecdotes — b	rief	stories	of	interesting	and	often	humorous	incidents	based	on	real	life.	Usually,	this	will	consist	of	a	mix	of	open,	closed,	primary,	and	second-	ary	questions.	As	you	listen	to	speeches,	use	your	critical
faculties	to	do	the	following:	•	Evaluate	the	speaker’s	evidence.	You	can	walk	into	rooms,	command	p	eople,	and	get	them	to	listen	to	you	and	your	great	ideas.1	SKILLS	EMPLOYERS	SEEK	 1.	•	Ask	for	clarification	and	elaboration	when	necessary.	Investigated	audience	members’attitudes,	beliefs,	and	values	toward	your	topic?	Make	them
informative	1.	Hate	speechis		any	offensive	communication — verbal	or	nonverbal — directed	against	people’s	race,	ethnicity,	national	origin,	gen-der,	religion,	sexual	orientation,	disability,	and	the	like.	This	pocket	guide	offers	the	tools	youneed	to	create	and	deliver	effective	speeches,	from	presenta-tions	to	fellow	students	to	speeches	delivered	in
virtually	anysetting — including	those	delivered	online.	Republican	RepresentativeVernon	Ehlers	of	Michi-	gan	offered	the	following	hypothetical	e	xample	at	a	congres-	sional	hearing	on	human	cloning:	What	if	in	the	cloning	process	you	produce	someone	with	two	heads	and	three	arms?	The	poll	found	that	two-thirds	of	consumers	aroundthe	world
would	say	they	prefer	to	buy	products	and	s	erv	icesfrom	companies	that	have	programs	that	give	back	to	society.And	over	46	percent	of	consumers	were	willing	to	pay	morefor	goods	and	s	erv	ices	from	companies	that	are	giving	back.Below	we	see	a	much	more	convincing	use	of	the	same	sources.The	force	behind	this	new	kind	of	partnership	is
called	“cause	1marketing.”	According	to	the	Financial	Times	Lexicon,	an	2online	diction	ary	found	at	the	publication’s	website,	in	causemarketing	a	company	and	a	consumer	group—or	a	charity—	4tackle	a	social	or	environmental	problem	and	create	businessvalue	for	the	company	at	the	same	time.	In	March	of	2012,the	global	marketing	firm	Nielson,
which	studies	consumerbehavior	in	more	than	one	hundred	countries,	conducted	aworld-wide	study	on	cause	marketing.	Be	wary	of	sites	that	do	not	include	such	a	link.	Are	the	sources	credible?32	1 	• Getting	Started	•	Analyze	the	speaker’s	assumptions	and	biases.	You	are	obviouslyplagiarizing	when	you	simply	“cut	and	paste”	material
fromsources	into	your	speech	and	represent	it	as	your	own.	•	Briefly	summarize	your	topic	and	informational	needs.	Main	points	are	enumerated	with	uppercase	roman	numerals	(I,	II,	III . . .),	while	supporting	points	are	enumerated	with	capital	letters	(A,	B,	C . . .),	Arabic	numerals	(1,	2,	3 . . .),	and	lowercase	letters	(a,	b,	c . . .),	as	seen	in	the	following
example	(in	phrase	outline	form;	see	p.		96)	from	a	speech	about	using	effective	subject	lines	in	business-related	e-mails:	I.	Sources	include	websites	and	related	online	articles,	brochures,	newspaper	and	magazine	a	rticles,	and	annual	reports.	While	pre-	liminary	in	nature,	and	not	valid	as	a	means	of	stereotyping	a	given	culture’s	group	behavior,
these	findings	confirm	the	cultural	component	of	all	forms	of	communication,	including	listening.	Add	your	own	content	or	more	of	ours	to	make	the	book	your		own.	Identify	your	listening	needs:	 “ 	I	must	know	my	class-	mate’s	thesis,	purpose,	main	points,	and	type	of	organi-	zation	in	order	to	complete	and	hand	in	a	written	evaluation.”	2.	The
introduction	serves	to	gain	the	audience’s	attention	and	interest	by	intro-	ducing	the	topic	and	speaker	and	alerting	the	audience	to	your	thesis	(see	Chapter	14).	Does	the	evidence	sup-	port	or	contradict	these	assertions?	Several	other	global	surveys	can	also	be	extremely	usefulfor	learning	about	cultural	values,	including	the	Pew	GlobalAttitudes
Project	(pewglobal.org),	Gallup	World	View	(worldview.gallup.com),	and	the	World	Values	Survey	(www.worldvaluessurvey.org).Focus	on	Universal	ValuesAs	much	as	possible,	try	to	determine	the	attitudes,	beliefs,and	values	of	audience	members.	If	you	support	a	scientific	claim	by	crediting	it	to	an	obscure	personal	blog,	for	example,	listeners	won’t
find	it	nearly	as	reliable	as	if	you	credited	it	to	a	scientist	affiliated	with	a	reputable	institution.	If	your	comments	refer	to	privatepersons,	it	will	be	easier	for	them	to	assert	a	claim	for	defa-mation.	 	Contribute	to	Positive	Public	Discourse	An	important	meas	ure	of	ethical	speaking	is	whether	it	con-	tributes	something	positive	to	public	discourse — s
peech	involving	issues	of	importance	to	the	larger	community,	such	as	whether	to	decriminalize	marijuana	or	engage	in	a	military	conflict.	Considered	strategies	to	address	positive,	negative,	and	neutral	responses	to	your	speech	topic?	The	Instructor’s	Resource	Manual	for	A	Pocket	Guide	to	Public	Speaking,	Fifth	Edition,	offers	new	guidance	on
online	instruction	and	using	video	from	LaunchPad	Solo,	advice	about	civility	in	the	classroom,	suggestions	for	preparing	mediated	presenta-	tions,	and	updated	guidelines	on	presentations	across	the	curriculum.	And	because	the	book	is	meant	to	be	used	throughout	stu-	dents’	acad	emic	careers	and	in	a	wide	variety	of	classroom	settings	and	beyond,
e	xamples	are	drawn	from	a	broad	range	of	speech	situations	and	disciplines.	 	Consider	Presentation	Aids	As	you	prepare	your	speech,	consider	whether	using	visual,	audio,	or	a	combination	of	different	presentation	aids	will	help	the	audience	understand	points.	I	also	practice	my	speech	a	ton	to	really	make	sure	I	do	not	speak	too	quickly.	Main
Point	1	A.	The	title	or	a	description	of	the	source	(“In	the	book	Endan-	gered	Minds . . .”;	or	 “ 	In	an	article	on	sharks . . .”)	4.	How	many	people	will	attend?	You	will	learn,	in	short,	the	“rules	ofengagement”	for	effective	public	discourse.5	As	you	do,	youwill	gain	confidence	in	your	ability	to	join	your	voice	withothers	in	pursuit	of	issues	you	care	about.
Have	I	obtained	advance	permission	to	record	the	interview?	It	means	recognizing	that	things	don’t	get	better	unless	p	eople	volunteer	their	efforts	to	improve	things.	•	ESL	Students	in	the	Public	Speaking	Classroom:	A	Guide	for	Instructors,	Second	Edition.	Methods	of	Delivery	140	17.	•	Be	selective	in	your	criticism.	For	specific	guidelines	on	pre-
paring	online	presentations,	communicating	and	speaking	insmall	groups,	and	speaking	on	the	job,	see	Part	8.	As	you	are	drive,	ride,	or	walk	to	the	speech	setting,	note	how	clear	and	confident	you	feel.	Since	then,	the	fruit	has	fol-	lowed	a	cycle	of	popularity	befitting	a	teenage	pop	singer:	a	Miley	Cyrus–like	trajectory	from	obscurity	to	hype,	critical
backlash,	and	even-	tual	ubiquity.	•	State	a	(reasonable)	goal — w	hat	you	would	like	to	accomplish	in	the	interview — and	reach	agreement	on	it.	Merely	consid	ering	such	a	circumstance	points	to	the	central	role	of	the	listener	in	a	speech.	For	a	four-	to	six-minute	speech,	that’s	only	about	one-half	hour	(figuring	in	restarts	and	pauses)	of	actual	prac-
tice	time.	Are	you	s	imply	going	to	eutha-	nize	and	dispose	of	that	person?	The	specific	purposedescribes	in	action	form	what	you	want	to	achieve	with	the	speech;the	thesis	statement	concisely	identifies,	in	a	single	idea,	what	thespeech	is	about.	For	detailed	directions	on	crediting	sources	in	yourspeech,	see	Chapter	10,	 “ 	Citing	Sources	inYour
Speech.”	CHEC	K	L	I	S	TCorrectly	Quote,	Paraphrase,and	Summarize	Information	If	directly	quoting	a	source,	repeat	the	source	word	for	word	and	acknowledge	whose	words	you	are	using.	They	select	only	what	is	of	value,	according	to	well-defined	standards	and	in	consultation	with	faculty.1	No	such	stan-	dards	exist	for	popular	Web	search
engines.	Both	thesis	and	specific	purpose	statements	describe	thespeech	topic,	but	in	different	forms.	 	Learn	from	Feedback	Speech	evaluations	help	to	identify	ways	to	improve	what	you	do.	Speaking	outlines	are	far	briefer	and	use	either	short	phrases	or	key	words.	Of	these,	only	22	percent	are	18	to	29	years	old.3	When	we	as	citizens	speak	up	in
sufficient	num-	bers,	democracy	functions	better	and	change	that	truly	reflects	the	will	of	the	p	eople	occurs.	These	are	the“socially	conscious	consumers,”as	defined	by	and	focused	upon	in	this	report.	For	information	on	legislation,	government	sta-tistics,	health,	the	environment,	and	other	relevant	topics,check	government-sponsored	sites	at	the
official	U.S.	gov-ernment	portal,	www.usa.gov.	Include	statistics	from	the	most	authoritative	source	you	can	locate,	and	evaluate	the	methods	used	to	generate	the	data.	Is	it	ethical	to	present	onlyone	side	of	an	argument?	All	will	want	to	feel	recognized	by	the	speaker.(See	pp.	40–42.)Socioeconomic	StatusSocioeconomic	status	(SES)	includes	income,
occupation,and	education.	 	The	Classical	Roots	of	Public	SpeakingOriginally,	the	practice	of	giving	speeches	was	known	as	rhet-oric	or	oratory.	(For	a	full	discussion	of	outlining,	seeChapter	13.)Coordinate	Points	I.	My	“before	speech”	anxiety	begins	the	night	before	my	speech,	but	then	I	begin	to	look	over	my	notecards,	and	I	start	to	realize	that	I
am	ready	for	this	speech.	The	source,	or	sender,	creates	a	message.	To	create	positive	audience	attitudes	toward	you,	first	dis-play	the	characteristics	of	speaker	credibility	(ethos)	describedin	Chapter	4.	•	www.factcheck.org,	sponsored	by	the	Annenberg	Public	Policy	Center	•	www.politifact.com,	sponsored	by	the	Tampa	Bay	Times	•	Fact	Checker,	a
blog	sponsored	by	the	Washington	Post	 	Investigate	a	Mix	of	Primary	and	Secondary	Sources	Nearly	all	types	of	speeches	can	benefit	from	a	mix	of	the	two	broad	categories	of	supporting	material:	primary	and	sec-	ondary	sources.	A	story	or	an	anecdote	to	drive	your	point	home?	68–69,	“ 	From	Source	to	Speech:	Evaluating	Web	Sources.”BlogName
the	blogger,	source	qualifier,	affiliated	website	(if	appli-cable),	and	date	of	posting.	•	Misinformation	always	refers	to	something	that	is	not	true.	Finding	Credible	Sources	in	Print	and	Online 	6010.	A	speech	on	an	oil	spill,	for	example,	can	command	more	attention	if	it	includes	testi-	mony	by	oil	riggers	and	other	eyewitnesses	(primary	sources)	along
with	analyses	of	the	spill	from	magazines	and	newspa-	pers	(secondary	sources).64	2 	• Development	 	Explore	Primary	SourcesA	primary	source	for	a	speech	may	be	your	own	personalexperience;	a	firsthand	account	found	in	letters,	diaries,	oldnewspapers,	photographs,	or	other	sources,	often	housed	ina	library’s	digital	collection;	or	interviews	or
surveys	that	youconduct	yourself.Access	Digital	CollectionsChief	among	sources	of	primary	speech	m	aterials	are	themany	online	digital	collections	of	the	world’s	libraries.	Creating,	orga-	nizing,	and	producing	the	message	is	called	encoding — t	he	process	of	converting	thoughts	into	words.	These	can	be	useful	as	models	of	speeches	and	primary
source	m	at	erial.	•	Instructor’s	Resource	Manual.	Are	my	questions	posed	in	a	well-thought-out	sequence?	We	have	used	their	helpful	feedback	to	create	this	fifth	edition.	www.informaworld.com.At	the	time	of	publication	all	Internet	URLs	published	in	thistext		were	found	to	accurately	link	to	their	intended	website.	You	also	tend	to	discuss	issues
that	are	appropriate	to	the	circumstances.	Movement	relieves	tension	and	helps	hold	the	audi-	ence’s	attention.	Thusdisability	is	another	demographic	variable	to	consider	whenanalyzing	an	audience.	•	Two	new	informative	speeches	and	two	new	persua-	sive	speeches,	accompanied	by	questions	in	LaunchPad	Solo,	show	how	speakers	can	polish	their
organization	and	delivery.	While	the	specific	purpose	focusesyour	attention	on	the	outcome	you	want	to	achieve	with	thespeech,	the	thesis	statement	concisely	identifies	to	your	audi-ence,	in	a	single	sentence,	what	the	speech	is	about:General	Purpose:	To	informSpecific	Purpose:	To	inform	my	audience	about	threeThesis	Statement:	critical	steps	we
can	take	to	combat	identity	theft	and	maintain	identity	security.	Be	aware	that	even	under	the	First	Amendment,	certain	typesof	speech	are	not	only	unethical	but	actually	illegal:	•	Speech	that	provokes	people	to	violence	(termed	“ 	incite-	ment”or	“fighting	words”)	•	Speech	that	can	be	proved	to	be	defamatory	(termed	slander)	or	potentially	harmful
to	an	individual’s	reputa-	tion	at	work	or	in	the	community	•	Speech	that	invades	a	person’s	privacy,	such	as	disclosing	personal	information	about	an	individual	that	is	not	in	the	public	record	How	can	you	tell	if	your	speech	contains	defamatory	lan-guage?	Example:	An	urban	legend	Disinformation	Deliberate	falsification	of	information.	Consider
Cross-Cultural	Values	People	in	every	culture	possess	cultural	values	related	to	their	personal	relationships,	religion,	occupation,	and	so	forth.	 	Use	Proven	Strategies	to	Build	Your	ConfidenceA	number	of	proven	strategies	exist	to	help	you	rein	in	yourfears	about	public	speaking,	from	meditation	and	visualiza-tion	to	other	forms	of	relaxation
techniques.	New	sections	on	counterargument	and	a	call	to	action	show	students	how	to	use	these	techniques	to	make	the	most	effective	appeals	in	their	speeches.	However,	getting	the	information	youneed	from	a	subject	does	require	research	and	advance9 	• 	Finding	Credible	Sources	in	Print	and	Online	65	CHEC	K	L	I	S	T	Finding	Speeches
Online	Online,	you	can	find	numerous	videos	and	audio	files	of	speeches.	Repetition	in	even	the	briefest	speeches	is	key,	andspeakers	routinely	repeat	key	words	and	phrases	to	empha-size	ideas	and	help	listeners	follow	along.	If	you	often	have	to	speak	in	public,	your	ability	to	speak	poorly	will	become	a	barrier	on	your	path	to	success.	Think	of	giving
a	speech	in	this	way,	and	chances	are	you	will	find	much	pleasure	in	it.	What	do	my	listeners	most	likely	want	to	learn?	•	E-books.	A	key	benefit	of	beginning	your	research	at	a	library	por-tal	is	the	ability	to	access	scholarly	research	articles	andpeer-reviewed	journals,	which	contain	some	of	the	most9 	• 	Finding	Credible	Sources	in	Print	and	Online
61	cutting-edge	and	reliable	research	on	almost	any	topic.	Theseare	the	primary	pieces	of	knowledge	(in	an	informativespeech)	or	the	key	claims	(in	a	persuasive	speech).	Alternating	introductory	phrases	contributes	to	anatural	delivery	and	provides	the	necessary	variety	listenersneed.Vary	the	OrderVary	the	order	in	which	you	introduce	a	citation.
Smith,	Salem	State	University;	Ron	Vanderveer,	Eastern	Florida	State	College;	Kerri	Williams,	Lourdes	Univer-	sity;	CalvinYoung,	Fullerton	College.this	page	left	intentionally	blankpart	1	Getting	Started1.	•	We	demonstrate	respect	by	treating	audience	members	with	civility	and	courtesy.9	Respectful	speakers	address	listeners	as	unique	human
beings,	refrain	from	any	form	of	personal	attack,	and	focus	on	issues	rather	than	on	personalities.	In	either	case,	a	successful	story	will	strike	an	emotional	connection	between	speaker	and	audience	members.	To	find	a	forum	in	your	area,	check	with	your	school	or	local	town	government,	or	check	online	at	sites	such	as	the	National	Issues	Forum
(www.nifi.org).	One	com-	mon	form	of	misinformation	on	the	Internet	is	the	urban	Information,	Propaganda,	Misinformation,	and	Disinformation	Information	Data	set	in	a	context	for	relevance.	The	first	step	of	meditation	is	the	“ 	positioning.”	II.	Survey	after	survey	confirm	the	value	of	verbal	and	written	communication	skills	to	employers	across	the
board,	making	the	public	speaking	course	potentially	the	most	valuable	one	you	can	take	during	your	undergraduate	career.	This	style	of	question	allows	respondents	to	elaborate	as	much	as	they	wish:	“How	do	you	feel	about	using	the	results	of	DNA	testing	to	prove	innocence	or	guilt	in	criminal	proceedings?”	Often,	it	takes	just	a	few	fixed-
alternative	and	scale	questions	to	draw	a	fairly	clear	picture	of	audience	members’	back-	grounds	and	attitudes	and	where	they	fall	in	demographic	categories.	Do	you	spend	roughly	the	same	amount	of	time	on	each	main	point?	Brief	e	xamples	offer	a	single	illustration	of	a	point.	Subsequentchapters	expand	on	these	steps.2 	• 	From	A	to	Z:	Overview
of	a	Speech	9	 	Analyze	the	Audience	Figure	2.1	illustrates	the	process	of	preparing	for	a	speech.	Vital	Speeches	of	the	Day	(www.vsotd.com)	features	cur-	rent	speeches	delivered	in	the	United	States	and	is	published	monthly.	Varying	the	word-ing	and	order	in	which	you	introduce	a	citation	can	help.Vary	the	WordingAvoid	a	rote	delivery	of	sources
by	varying	your	wording.	•	Steer	clear	of	jargon,	and	define	unclear	terms.	You	feel	absolutely	sure	of	your	m	aterial	and	of	your	ability	to	present	the	infor-	mation	in	a	forceful,	convincing,	positive	manner.18	1 	• Getting	Started	Now	you	see	yourself	approaching	the	area	from	which	you	will	present.	Some	members	of	the	audience	maybelong	to	a
distinct	co-culture,	or	social	community	whoseperspectives	and	style	of	communicating	differ	significantlyfrom	yours.	I	take	a	couple	of	deep	breaths	from	my	stomach;	I	breathe	in	through	my	nose	and	out	through	my	mouth.	Be	aware	that	while	a	source	that	is	credible	is	usually	accurate,	this	is	not	always	so.1	Sometimes	we	have	informa-	tion	that
contradicts	what	we	are	told	by	a	credible	source.	For	each	sourcethat	requires	citation,	you	need	to	include	the	type	of	source(magazine,	book,	personal	interview,	website,	etc.),	the	authoror	origin	of	the	source,	the	title	or	a	description	of	the	source,	andthe	date	of	the	source.	American	Rhetoric	(www.americanrhetoric.com)	con-	tains	5,000+
speeches.	Subpoint	1	B.	It	directly	affects	how	they	are	housed,	clothed,	and	fed,and	determines	what	they	can	afford.	•	Prepare	questions	for	the	interview	in	advance	of	the	inter-	view	date.	Part	9	con-tains	advice	on	speaking	in	other	college	courses,	from	sci-ence	and	math	to	engineering,	education,	and	nursing	andallied	health.	For	specific
guidelines	on	how	torecord	and	cite	sources	found	on	websites,	see	“ 	From	Sourceto	Speech”on	pp.	For	example,	if	your	general	purpose	is	to	inform,your	specific	purpose	might	be	“ 	to	inform	my	audience	aboutrecent	changes	in	federal	college	student	loan	programs.” 	Ifyour	general	purpose	is	to	persuade,	the	specific	purposemight	be“to	convince
my	audience	that	they	should	supportimproving	government	aid	to	college	students.”	 	Compose	a	Thesis	StatementNext,	compose	a	thesis	statement	that	clearly	expresses	thecentral	idea	of	your	speech.	Not	subject	to	copyright	are	federal	(but	not	state	or	local)	government	pub-	lications,	common	knowledge,	and	select	other	categories.	Chapter	9,
“ Finding	Credible	Sources	in	Print	and	Online,” offers	a	practical	and	ethical	approach	to	search-	ing	for	supporting	materials	aligned	with	the	way	that	students	do	their	research	today.	If	not,	consult	the	more	detailed	tableof	contents	included	inside	the	back	cover.INDEX.	Rather	than	statements	such	as,“I	just	c	ouldn’t	get	into	your	topic,”give	the
speaker	something	he	or	she	can	learn	from:	“I	wanted	more	on	why	the	housing	market	is	falling. . . .”part	2Development 6.	Video	LaunchPad	Solo	for	A	Pocket	Guide	to	Public	Speaking	pro-	vides		access	to	more	than	two	hundred	fifty	video	clips.	QUICK	TIP	Be	Aware	of	Your	Nonverbal	Delivery	Audiences	are	highly	attuned	to	a	speaker’s	facial
expressions,	gestures,	and	general	body	movement.	Look	for	contact	information.	The	date	of	the	source	(“The	a	rticle,	published	in	the	Octo-	ber	10th,	2015,	issue . . .”	or	“ According	to	a	report	on	revising	the	SAT,	posted	online	September	28,	2015,	on	the	Daily	Beast . . .”)	Spoken	citations	need	not	include	a	complete	bibliographic	reference	(exact
title,	full	names	of	all	authors,	volume,	and	page	numbers);	doing	so	will	interrupt	the	flow	of	your	pre-	sentation	and	distract	listeners’	attention.	Do	I	have	a	working	writing	implement	and	ample	notepaper,	or	functioning	laptop	or	tablet?	Flexibility/adaptability	Source:	National	Association	of	Colleges	and	Employers,	Job	Outlook	2015,
www.naceweb.org.21 	• 	Becoming	a	Public	Speaker	3	Skill	in	public	speaking	will	give	you	an	unmistakable	edge	professionally.	•	Propaganda	is	information	represented	in	such	a	way	as	to	provoke	a	desired	response.	So	practice	your	speech	often.	Remember,	you	need	not	credit	sources	forideas	that	are	common	knowledge — established
informationlikely	to	be	known	by	many	people	and	described	in	multipleplaces	(see	p.	Audience	analysis	isthe	process	of	gathering	and	analyzing	information	aboutaudience	members’attributes	and	motivations	with	the	explicitaim	of	preparing	your	speech	in	ways	that	will	be	meaningful	tothem.	 	Refer	Orally	to	Your	Sources	Clearly	identify	the
source	of	your	information	and	provide	enough	context	(including	approximate	date	of	publication)	to	accurately	interpret	it.	The	purpose	of	propa-	ganda	is	to	instill	a	particular	attitude	or	emotion	in	order	to	gain	support	for	a	cause	or	issue.	College	students	want	to	know	why	their	loan	rates	have	increased;	residents	want	to	know	about	local
environmental	issues.	QuirkDirector	of	Rights	and	Permissions:	Hilary	NewmanSenior	Art	Director:	Anna	PalchikText	Design:	Kall	DesignCover	Design:	John	CallahanComposition:	JouvePrinting	and	Binding:	RR	Donnelley	and	SonsCopyright	©	2016,	2013,	2010,	2007	by	Bedford/St.	Martin’s.All	rights	reserved.	It	robs	audiencemembers	of	the	ability
to	make	up	their	own	minds	aboutan	issue	and	silences	the	free	expression	of	ideas.	Walk	around	as	you	make	some	of	your	points.	If	you	believe	in	yourself	and	persevere	in	practicing	the	method	in	this	book,	your	choice	is	right,	because	the	method	of	public	speaking	introduced	here	is	very	simple	and	effective…	This	book	primarily	provides
readers	with	a	method	of	public	speaking.	If	a	speaker	delivers	a	message	in	front	of	a	live	audience,	the	channel	is	the	air	through	which	sound	waves	travel.	USE	FREQUENCIES	TO	INDICATE	COUNTS 	A	frequency	is	simply	a	count	of	the	number	of	times	something	occurs:	On	the	midterm	exam	there	were	8	A’s,	15	B’s,	7	C’s,	2	D’s,	and	1	F.	To
create	main	points,identify	the	most	important	ideas	you	want	to	convey.	The	Computer-	ized	Test	Bank	can	be	downloaded	from	the	Instructor	Resources	tab	of	the	book’s	catalog	page,	and	the	content	is	loaded	into	LaunchPad	Solo.	Minimize	External	and	Internal	Distractions	A	listening	distraction	is	anything	that	competes	for	the	atten-	tion	we
are	trying	to	give	to	something	else.	61).	At	the	broadest	level,	being	civic-minded	is	essential	to	the	demo	c	ratic	process	because	democr	acy	depends	on	our	participation	in	it.	4.	Where	is	similar	information	found?	Express	each	main	point	as	a	declarative	sentence — o	nethat	asserts	or	claims	something.	 	Pinpoint	the	Onset	of	Anxiety	Different	p‐
eople	become	anxious	at	different	times	during	the	speechmaking	process.	Addressing	the	same	topic,	the	speaker	selects	a	different	general	speech	purpose	to	suit	the	audience	and	occasion.	Each	time	you	examine	a	document,	espec	ially	one	that	has	not	been	evalu-	ated	by	credible	editors,	ask	yourself,	 “ Who	put	this	infor	mation	here,	and	why
did	they	do	so?	Second	level	of	subordination	a.	Think	about	what	you	want	to	say	as	you	do	this,	instead	of	thinking	about	how	you	look	or	feel.	Chapters	30–36	offer	guidance	on	23	types	of	s	pecialized	presentations,	from	sci-	entific	talks,	to	literature	reviews,	s	erv	ice	learning	presen	tations,	reports	and	proposals	in	business	and	technical	courses,
presentations	in	nursing	and	allied	health,	and	much	more.Digital	and	Print	Formats	•	For	more	information	on	formats	and	packaging	options,	please	visit	the	online	catalog	at	macmillanhighered	.com/pocketspeak/catalog	•	LaunchPad	Solo	for	A	Pocket	Guide	to	Public	Speaking	is	available	as	a	print	text.	Do	I	have	a	written	set	of	questions?
Nearlyall	libraries	now	offer	digital	collections,	which	are	gener-ally	organ	ized	by	topic,	m	aterial	type,	time	period,	and	geo-graphic	area.	Noise	candisrupt	the	communication	process	through	physical	soundssuch	as	cell	phones	ringing	and	p	eople	talking	or	texting,through	psychological	distractions	such	as	heated	emotions,or	through
environmental	interference	such	as	a	frigid	roomor	the	presence	of	unexpected	people.	Today,	surprisingly	little	has	changed.	As	inexperienced	speakers,	we	assume	that	being	differ-ent	somehow	means	being	inferior,	which	leads	to	anxiety.Actually,	everyone	is	different	from	everyone	else	in	manyways.	Though	Wikipedia’s	instant	accessibility	and
vast	range	make	it	tantalizingly	easy	to	consult,	bear	in	mind	that	information	may	or	may	not	be	accurate	at	any	given	moment,	as	p	eople	edit	m	aterial	at	will.	Oral	presentations	need	not	include	the	full	bibliographicreference	(i.e.,	full	names,	dates,	titles,	volume,	and	pagenumbers).	You	feel	thoroughly	prepared	for	the	topic	you	will	be	present-
ing	today.	Example:	In	an	article	entitled	“How	Junk	Food	Can	End	Obesity,”	published	in	the	July	2013	issue	of	the	Atlantic	magazine,	David	H.	LaunchPad	Solo	includes	LearningCurve	adaptive	quiz-	zing;	VideoTools,	with	over	250	sample	speech	videos,	which	enables	instructors	to	create	video	assignments;	and	a	tutorial	on	creating	presentations
using	Microsoft	PowerPoint,	Apple	Keynote,	and	Prezi.	4	The	speaker	includes	stronger	language,	like	“a	world-	wide	study,”	to	emphasize	the	breadth	of	the	agency’s	research.76	2 	• DevelopmentOrganization	WebsiteName	the	website,	source	qualifier,	section	of	website	cited(if	applicable),	and	last	update.	Whatmajor	findings	emerge	from	your
research?	Pre-Prepa	rat	ion	Anxiety	Some	p	eople	feel	anxious	the	minute	they	know	they	will	be	giving	a	speech.	I	have	two	ways	to	cope	with	my	nervousness	before	I’m	about	to	speak.	Notethat	each	example	includes	an	underlined	source	qualifierdescribing	the	source’s	qualifications	to	address	the10 	• Citing	Sources	in	Your	Speech	73	topic — f
or	instance,	“director	of	undergraduate	studies	for	four	years”or	 “ 	research	scientist	at	Smith-Kline.”Including	a	source	qualifier	can	make	the	difference	between	winning	or	losing	acceptance	for	your	supporting	m	ater	ial.	Although	published	opinion	polls	won’t	specifically	reflect	your	particular	listeners’	responses,	they	too	can	provide	valuable
insight	into	how	a	representative	state,	national,	or	international	sample	feels	about	the	issue	in	question.	Thinkof	a	main	point	as	a	body	and	supporting	points	as	legs;without	at	least	two	legs,	the	body	cannot	stand.	South	Texas	boasts	its	own	desert.8011 	• Organizing	the	Body	of	the	Speech	81	QUICK	TIP	Save	the	Best	for	Last—or	First	Listeners
have	the	best	recall	of	speech	points	made	at	the	end	of	a	speech	(a	phenomenon	termed	the	“ 	recency	effect”)	and	at	the	beginning	of	a	speech	(the	“ 	primacy	effect”)	than	of	those	made	in	between	(unless	the	ideas	made	in	between	are	much	more	striking	than	the	others).2	If	it	is	especially	important	that	listeners	remember	certain	ideas,
introduce	those	ideas	near	the	beginning	of	the	speech	and	reiterate	them	at	the	conclusion.	An	updated	chapter	on	online	presentations		(Chapter	26)	provides	students	with	more	detailed	techniques	and	a	new	video	of	an	online	speech	in	LaunchPad	Solo.	The	speech	occasion	itself	often	suggests	an	appropriate	general	speech	purpose.	Audiences
want	to	feel	that	you	care	about	what	you	are	saying,	so	avoid	a	deadpan,	or	blank,	expression.	Perhaps	the	most	important	contribution	you	can	make	to	public	debates	of	this	nature	is	the	advancement	of	constructive	goals.	 	AcknowledgmentsWe	would	like	to	thank	all	our	colleagues	at	Bedford/St.	Mar-tin’s:	Vice	President	of	Editorial	for	the
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the	audience’s	interest	with	a	quotation,	a	short	story,	an	e	xample,	or	other	means	of	gaining	their	attention	described	in	Chapter	14.•	Introduce	yourself	and	your	topic.•	Preview	the	thesis	and	main	points.(Use	a	transition	statement	to	signal	the	start	of	thespeech	body.)Body•	Develop	the	main	points	and	illustrate	each	one	with	relevant
supporting	m	at	er	ial.•	Organize	your	ideas	and	evidence	in	a	structure	that	suits	the	topic,	audience,	and	occasion.(Use	transitions	to	move	between	main	points	and	tothe	conclusion.)Conclusion•	Review	the	thesis	and	reiterate	how	the	main	points	confirm	it.•	Leave	the	audience	with	something	to	think	about.the	main	points	they	support	and	are
placed	to	the	right	ofthe	points	they	support.	8.	Investigating	the	audiencemembers’group	affiliations	will	help	you	craft	a	message	thatwill	appeal	to	them.QUICK	TIPBe	Sensitive	to	Disability	When	Analyzingan	AudienceOne	out	of	every	five	p	eople	in	the	United	States	has	somesort	of	physical	or	mental	disability;	14	percent	of	thoseenrolled	in
college	and	graduate	school	are	counted	as	dis-abled.13	Problems	range	from	sight	and	hearing	impairmentsto	constraints	on	physical	mobility	and	employment.	Use	proven	techniques	for	effective	subject	lines	A.	Their	func-tion	is	to	represent	each	of	the	major	ideas	or	claims	beingmade	in	support	of	the	speech	thesis.	I	control	my	anxiety	by
mentally	viewing	myself	as	being	100	percent	equal	to	my	classmates.	For	instance,	a	soldier	might	read	an	a	rticle	in	the	Washington	Post	about	a	conflict	in	which	he	or	she	participated.	Capital	punish-	ment,	same-sex	marriage,	and	teaching	about	the	origins	of	humankind — a	ll	are	rife	with	religious	implications.	Awareness	of	an	audience’s
general	religious	orienta-	tion	can	be	critical	when	your	speech	touches	on	a	topic	as	potentially	controversial	as	religion	itself.	This	is	when	the	reality	of	the	situation	sets	in:	they	worry	that	the	audience	will	be	watching	and	listening	only	to	them,	feel	that	their	ideas	aren’t	expressed	as	well	as	they	should	be,	or	sense	that	prepa	ration	time	is	short.
Your	Body	in	Delivery	148Part	6	Presentation	Aids	19.	Although	public	speaking	requires	more	planning,	both	the	conversationalist	and	the	public	speaker	try	to	uncover	the	audience’s	interests	and	needs	before	speaking.	Subpoint	2	I.	Will	I	be	able	to	interact	with	the	listeners?	But	itis	also	plagiarism	to	copy	material	into	your	speech	draftfrom	a
source	(such	as	a	magazine	article	or	website)	andthen	change	and	rearrange	words	and	sentence	structurehere	and	there	to	make	it	appear	as	if	it	were	your	own.11Orally	Acknowledge	Your	SourcesThe	rule	for	avoiding	plagiarism	as	a	public	speaker	isstraightforward:	Any	source	that	requires	credit	in	written	formshould	be	acknowledged	in	oral
form.	Review	your	monthly	bank	statements,	credit	card	bills,	and	similar	financial	records	to	be	certain	that	you	are	aware	of	all	transactions.	Does	my	thesis	statement	make	the	claim	I	intend	to	make	about	my	topic?52	2 	• Developmentfrom	source	to	speechNarrowing	Your	Topic	to	Fit	Your	AudienceHow	do	you	narrow	a	topic	to	fit	the	audience
and	the	speechoccasion?	If	not,	access	can	be	purchased	online	from	the	URL	listed	above.	In	an	outline,	supporting	points	appear	in	a	subordinateposition	to	main	points.	You	are	feeling	very	good	about	this	pre-	sentation	and	see	yourself	move	eagerly	forward.	Draw	on	Skills	in	Composition	Preparing	a	speech	also	has	much	in	common	with
writing.	Even	when	the	topic	is	assigned,	as	often	happensin	the	classroom	and	workplace,	you	must	still	decide	whichaspects	of	it	best	match	your	unique	audience	and	speechcircumstance.	Beyond	this,	income	hasa	ripple	effect,	influencing	many	other	aspects	of	life.	Preparation	Anxiety	For	a	few	people,	anxiety	arises	only	when	they	actually
begin	to	prepare	for	the	speech.2	These	individuals	might	feel	overwhelmed	by	the	time	and	planning	required	or	hit	a	roadblock	that	puts	them	behind	schedule.	He	clocks	into	work	at	11	p.m.	When	he	gets	off	at	7	the	next	morning,	he	sleeps	for	an	hour.	(See	Appendix	A.)	Establish	the	Source’s	Trustworthiness	Too	often,	inexperienced	speakers
credit	their	sources	in	bare-bones	fashion,	offering	a	rote	recitation	of	citation	ele-	ments.	Attitudes,	beliefs,	and	values,	while	intertwined,	reflect	dis-tinct	mental	states	that	reveal	a	great	deal	about	us.	•	A	summary	is	a	brief	overview	of	someone	else’s	ideas,	opinions,	or	theories.	All	of	your	audiovisual	mater	ials	are	well	organ	ized,	well	planned,
and	clearly	aid	your	presentation.10	 	Activate	the	Relaxation	ResponseBefore,	during,	and	sometimes	after	a	speech	you	may	expe-rience	rapid	heart	rate	and	breathing,	dry	mouth,	faintness,freezing-up,	or	other	uncomfortable	sensations.	50–51).	Primary	sources	provide	firsthand	accounts	or	direct	evidence	of	events,	objects,	or	people	(see	below).
Lackingpositive	public-speaking	experience,	feeling	different	frommembers	of	the	audience,	or	feeling	uneasy	about	beingthe		center	of	attention — each	of	these	factors	can	lead	tothe	onset	of	public-speaking	anxiety	(PSA) — a	situation-specific	social	anxiety	that	arises	from	anticipating	giving	anoral	presentation.1	Fortunately,	the	great	majority	of
us	canlearn	techniques	to	tame	this	anxiety	in	each	of	these	situa-tions	and	make	it	work	for	us.Lack	of	Positive	ExperienceIf	you	are	new	to	public	speaking	or	have	had	unpleasantexperiences,	anxiety	about	what	to	expect	is	only	natural.And	without	positive	experience	to	draw	on,	it’s	hard	to	putthis	anxiety	into	perspective.	•	End	the	interview	by
rechecking	and	confirming:	•	Confirm	that	you	have	covered	all	the	topics	(e.g.,“Does	this	cover	everything?”).	•	Avoid	leading	questions,	those	that	encourage,	if	not	force,	a	certain	response	and	reflect	the	interviewer’s	bias	(e.g.,	“Like	most	of	us,	are	you	going	to	support	candidate	X?”).	From	this	point	forward	in	the	development	of	yourspeech,
refer	to	the	thesis	statement	often	to	make	sure	thatyou	are	on	track	to	illustrate	or	prove	it.QUICK	TIPSpeak	with	PurposeTo	ensure	that	the	audience	learns	or	does	what	you	wantthem	to	as	a	result	of	your	speech,	keep	your	thesis	andspeech	goals	in	sight.	Just	before	a	speech	those	feelings	of	anxiety	undoubtedly	try	to	sneak	in.	Statistics	add
precision	to	speech	claims,	if	you	know	what	the	numbers	actually	mean	and	use	terms	that	describe	them	accurately.	Tolerancefor	opposing	viewpoints	is	a	necessary	ingredient	of	an	ethi-cal 	— and	democratic 	— society.4 	• Ethical	Public	Speaking	23	CHEC	K	L	I	S	T	An	Ethical	Inventory	Have	you	distorted	any	information	to	make	your	point?	We
asked	him	to	describe	his	typical	day.	Technorati’s	core	product	was	previously	an	Internetsearch	engine	for	searching	blogs.The	website	stopped	index-ing	blogs	and	assigning	authority	scores	in	May	of	2014	withthe	launch	of	its	new	website,	which	is	focused	on	onlinepublishing	and	advertising.chapter	10Citing	Sources	in	Your	SpeechAlerting	the
audience	to	the	sources	you	use	and	offering	onesthat	they	will	find	authoritative	is	a	critical	aspect	of	deliver-ing	a	presentation.	People	generally	act	inaccordance	with	their	attitudes	(although	the	degree	to	whichthey	do	so	depends	on	many	factors).3	Attitudes	are	based	on	beliefs — the	ways	in	whichp	eople	perceive	reality.4	Beliefs	are	our
feelings	about	what	istrue	or	real.	Do	this	for	a	while	until	youget	into	the	rhythm	of	it.3 	• Managing	Speech	Anxiety	19	STAGE	TWO 	As	you	inhale,	use	a	soothing	word	such	as	“calm”	or	“ relax,”	or	use	a	personal	mantra	like	this:	“Inhale	calm,	abdomen	out,	exhale	calm,	abdomen	in.”	Go	slowly,	taking	about	three	to	five	seconds	with	each
inhalation	and	exhalation.	If	an	individual	operates	the	site — a	nd	such	sites	are	now	prolific	in	the	form	of	blogs	and	professional	profile	pages — d	oes	the	document	provide	relevant	biographical	information,	such	as	links	to	a	résumé	or	a	listing	of	the	author’s	cre-	dentials?	•	Take	notes	of	main	points,	for	example,	“ 	Bipolar	disorder	is	actually	a
spectrum	of	disorders.”	•	Indent	supporting	points	under	main	points	to	indicate	subordination	of	ideas.	Anyone	can	post	material	on	the	Web	and,	with	a	little	bit	of	design	savvy,	make	a	website	look	professional.	May	annoy	the	reader	2.	Any	number	of	other	traits — for	example,	disability,	sexual	orientation,	and	place	of	resi-	dence — m	ay	be
important	to	investigate	as	well.	7.	However,	you	should	include	complete	referencesin	a	bibliography	or	at	the	end	of	the	speech	outline.	Listeners	are	more	likely	to	trust	the	source	if	it	is	connected	to	a	trusted	entity.	How	do	other	perspectives	compare	with	the	speaker’s?	•	Demonstrate	that	reliable	sources	support	your	position.	Is	it	accurate?
Does	it	betray	faulty	logic?	Analyzing	the	Audience 	34 7.	Always	start	by	saying	something	positive,	and	focus	on	the	speech,	not	the	speaker.	A	source	that	doesn’t	want	to	be	found,	at	least	by	e-mail,	is	not	a	good	source	to	cite.Check	for	Currency	4	Check	for	a	date	that	indicates	when	the	page	was	placed	on	the	Web	and	when	it	was	last
updated.	Have	you	acknowledged	each	of	your	sources?	On	pages	317–21	(just	before	the	endof	the	book),	you’ll	find	a	quick	guide	to	some	of	the	mostconsulted	parts	of	this	book:	the	Checklists,	Quick	Tips,	VisualGuides	(illustrated	explanations	of	key	points),	and	full-length	model	speeches.SPEAKING	BEYOND	THE	SPEECH	CLASSROOM.	•	New
chapter	on	researching	the	speech	reflects	con-	temporary	realities	of	how	students	locate	sources.	(Formore	on	creating	a	written	bibliography	for	speeches,	seeAppendix	A.)	Rules	for	avoiding	plagiarism	apply	equally	toprint	and	online	sources.	May	ignore	e-mail	with	missing	subject	line	2.	West	Texas	has	its	own	Grand	Canyon,	Correct:	and	south
Texas	has	its	own	desert.	The	difference	between	the	thesis	and	specific	purposecan	be	clearly	seen	in	the	following	e	xamples.7 	• 	Selecting	a	Topic	and	Purpose	51	Example	1	Blogs	Speech	Topic:	To	inform	General	Speech	Purpose:	To	inform	my	audience	of	three	benefits	Specific	Speech	of	keeping	a	blog	Purpose:	Maintaining	a	blog	provides	the
oppor-	Thesis	tunity	to	practice	writing,	a	means	of	Statement:	networking	with	others	who	share	simi-	lar	interests,	and	the	chance	to	develop	Example	2	basic	website	management	skills.	How	will	you	need	to	position	yourself	and	adjust	your	voice,	with	or	without	a	microphone?	Thus	listener	and	speakertogether	truly	make	a	speech	a	speech — t
hey	“ 	co-create” 	itsmeaning.	But	by	pinpointing	the	onset	of	speech	anxiety,	you	can	manage	it	promptly	with	specific	anxiety-reducing	techniques.	Integrity	signals	the	speaker’s	incorruptibil-	ity — that	he	or	she	will	avoid	compromising	the	truth	for	the	sake	of	personal	expediency.7	Speaking	ethically	also	requires	that	we	adhere	to	certain	moral
ground	rules,	or	“pillars	of	character,”	including	being	trustworthy,	respectful,	responsible,	fair,	and	civic-minded.8	•	Trustworthiness	is	a	combination	of	honesty	and	depend-	ability.	As	long	as	I	keep	positive	thoughts	of	confidence	in	my	head,	anxiety	doesn’t	stand	a	chance!	— Morgan	Verdery,	student	Visualize	Success	Visualization — the	practice
of	summoning	feelings	and	actions	consistent	with	successful	performance8 — is	a	highly	effective	method	of	reducing	speech	anxiety.9	The	following	is	a	script	for	visualizing	success	on	a	public-speaking	occa-	sion.	Extended	e	xamples	offer	multifaceted	illus-trations	of	the	idea,	item,	or	event	being	described,	therebyallowing	the	speaker	to	create	a
more	detailed	picture	for	theaudience.	For	example,	they	might	cite	a	source’s	name,	but	leave	out	key	details	about	the	source’s	background	that	could	convince	the	audience	to	trust	the	source	as	credible	(believable)	and	his	or	her	conclusions	as	true	(accurate).	•	Disinformation,	which	thrives	on	the	Internet	and	else-	where,	is	the	deliberate
falsification	of	information.	For	detailed	information	about	locating	c	redible	secondary	sources,	visit	macmillanhighered.com	/pocketspeak5e	Wikipedia—Dos	and	Don’ts	When	it	comes	to	online	research,	it	is	impossible	to	ignore	the	presence	of	Wikipedia,	the	world’s	largest	experimental	free	encyclopedia,	written	collaboratively	and	often
anonymously	by	anyone	who	wishes	to	contribute	to	it.	Plagia-rism — the	use	of	other	people’s	ideas	or	words	withoutacknowledging	the	source — is	unethical.	Pre-performance	Anxiety	Some	people	experience	anxiety	as	they	rehearse	their	speech.	Example:	In	a	June	23rd	e-mail/letter/memorandum	from	Ron	Jones,	a	researcher	at	the	Cleveland
Clinic . . .	Assess	goal	achievement:	“I	did	identify	the	compo-	nents	of	the	speech	I	decided	to	focus	upon	and	wrote	about	them	in	class.”	Listen	for	Main	Ideas	Try	these	strategies	to	ensure	that	you	identify	and	retain	the	speaker’s	main	points:	•	Listen	for	a	preview	of	important	ideas	in	the	introduc-	tion	and	reiteration	of	them	in	the	conclusion.
Effective	public	speakers,	engaging	conversationalists,	andcompelling	writers	share	an	important	quality:	They	keeptheir	focus	on	offering	something	of	value	for	the	audience.Demonstrate	Respect	for	DifferenceEvery	audience	member	wants	to	feel	that	the	speaker	hashis	or	her	particular	needs	and	interests	at	heart,	and	to	feelrecognized	and
included	in	the	message.	Organizing	the	Body	of	the	Speech	12.	63.)	•	Information	is	data	that	is	presented	in	an	understand-	able	context.	For	any	given	topic,	you	should	direct	your	speech	toward	one	of	three	general	speech	purposes — to	inform,	to	persuade,	or	to	mark	a	special	occasion.	The	main	points,	the	supporting	m	aterial,	and
theconclusion	all	serve	to	flesh	out	the	thesis.	A	presentation	on	early	African	American	actors,for	example,	might	include	a	passage	from	a	diary	of	an	ineteenth-century	actor	and	a	photograph	of	him	or	heron	stage.	The	reason	liesin	selective	perception — p	eople’s	perceptions	are	subjectto	their	own	biases	and	expectations,	leading	them	to
payattention	selectively	to	certain	messages	while	ignoring	oth-ers.5	Several	factors	influence	what	we	listen	to	and	what	weignore:	•	We	pay	attention	to	what	we	hold	to	be	important.	Now	take	another	deep	breath	and	make	certain	that	you	are	breathing	from	the	diaphragm . . . h	old	it . . . n	ow	slowly	release	it	and	note	how	you	feel	while	doing
this.	More	than	280,000	instructors	and	students	across	the	acad	emic	spectrum — from	courses	in	speech	and	the	humanities	to	education,	engineering,	and	business — 	have	embraced	the	book,	making	it	the	most	successful	pocket-size	speech	text	available.	Science	and	Mathematics	Courses	245	32.	Thoroughly	revised	core	chapters	on	listening,
audience	analysis,	ethics,	topic,	and	purpose	succinctly	address	core	principles	while	incorporating	the	most	recent	scholarship.	Here	you	will	findthe	basic	building	blocks	of	any	good	speech	and	acquire	theskills	to	deliver	presentations	in	a	variety	of	s	pecialized	con-texts — from	the	college	classroom	to	the	civic,	business,	andprofessional	arenas.
Follow	any	links	to	these	sources,	and	apply	the	same	criteria	to	them	that	you	did	to	the	original	source	document.Ver-	ify	the	information	you	find	with	at	least	two	other	inde-	pendent,	reputable	sources.	•	Avoid	confusing	statistics	with	“absolute	truth.”	Even	the	most	recent	data	available	will	change	the	next	time	data	are	collected.	We	also	aim	to
adapt	to	the	changing	realities	of	technology	in	the	discipline	by	providing	helpful	guidance	on	online	research	and	online	presentations	as	well	as	digital	options	for	reading	and	studying	with	A	Pocket	Guide	that	students	can	access	easily	on	a	number	of	devices.	Make	an	action	statement	(goal):	 “ 	I	will	minimize	dis-	tractions,	take	notes,	and
practice	the	active	listening	steps	during	the	speech,	asking	questions	about	any-	thing	I	do	not	understand.”	4.	If	you	can’t	locate	what	you	need	in	either	set	of	con-tents,	consult	the	index	at	the	back	of	the	book,	beginning	onpage	305.	Using	topic	mapping,	you	can	brainstorm	by	category	(e.g.,	subtopic).	Have	you	checked	your	arguments	for	ad
hominen	attacks	or	other	fallacies	of	reasoning?	•	Computerized	Test	Bank.	When	a	relative	stranger	is	involved,	how-	ever,	you	try	to	get	to	know	his	or	her	interests	and	attitudes	before	revealing	any	strong	opinions.These	instinctive	adjust-	ments	to	your	audience,	topic,	and	occasion	represent	critical	steps	in	creating	a	speech.	Make	specific
rather	than	global	statements.	The	thesis	is	supported	by	main	points,	mainpoints	are	strengthened	by	supporting	points,	and	support-ing	points	consist	of	carefully	chosen	evidence	and	examples.	Feedback,	the	audience’s	response	to	a	message,	can	be	con-	veyed	both	verbally	and	nonverbally.	You	will	have	the	burden	of	proving	that	what	yousaid



was	true.Quick	TipBeware	the	Heckler’s	VetoDrowning	out	a	speaker’s	message	with	which	you	dis-agree — c	alled	a	heckler’s	veto — demonstrates	disrespectboth	to	the	speaker	and	to	fellow	listeners.	The	ques-	tions	appear	in	easy-to-use	software	that	allows	instruc-	tors	to	add,	edit,	resequence,	and	print	questions	and	answers.	Not	only	that,	but
libraries	purchase	access	to	proprietary	data-	bases	and	other	resources	that	form	part	of	the	deep	Web 	— 	the	large	portion	of	the	Web	that	general	search	engines	cannot	access	because	the	information	is	licensed	and/or	fee-based.	Becoming	a	Public	Speaker	8	2.	As	the	message	develops,	a	higher	degreeof		shared	meaning	is	possible.	Chapter	21
provides	an	overview	of	using	presentation	software;	a		LaunchPad–only	tutorial	offers	in-depth	coverage	of	Microsoft	PowerPoint,	Prezi,	and	Apple	Keynote.	Learn	from	the	experience	of	public	speaking	and	enjoy	it.others	often	are	more	helpful.	— Kristen	Obracay,	student	 	Identify	What	Makes	You	AnxiousAnxiety	is	a	state	of	uneasiness	brought	on
by	fear.	Theseinclude	love,	truthfulness,	fairness,	freedom,	unity,	tolerance,responsibility,	and	respect	for	life.16	 	Interview	and	Survey	Audience	MembersYou	can	discover	information	about	your	audience	throughpersonal	interviews,	telephone	or	in-person	surveys,	andpublished	sources.	Stress-control	breathing12	gives	you	moremovement	in	the
stomach	than	in	the	chest.	Once	you	have	this	information	(using	tools	such	as	interviews	and	questionnaires,	see	p.	Onceyou	have	prepared	the	speech,	be	sure	to	rehearse	it	severaltimes.Modify	Thoughts	and	AttitudesNegative	thoughts	about	speechmaking	increase	speechanxiety.6	A	positive	attitude,	on	the	other	hand,	actually	resultsin	lowered
heart	rate	and	reduced	anxiety	during	the	deliveryof	the	speech.7	As	you	prepare	for	and	deliver	your	speech,envision	it	as	a	valuable,	worthwhile,	and	challenging	activ-ity.	Designing	Presentation	Aids	21.	To	engage	your	listen-ers	and	encourage	their	involvement	in	your	message,	youtoo	must	investigate	your	audience.	III.	If	asked	to	speak	at	an
event	cele-	brating	the	project’s	completion,	the	speaker	will	choose	a	special	occasion	purpose.	— Lee	Morris,	studentBeing	the	Center	of	AttentionCertain	audience	behaviors — s	uch	as	chatting	with	a	neigh-bor	or	checking	text	messages	during	a	presentation — cancause	us	as	speakers	to	think	we	lost	the	audience’s	attention3 	• Managing
Speech	Anxiety	15	by	doing	something	wrong;	we	wonder	about	our	mistakes	and	whether	others	noticed	these	supposed	flaws.	Closed-ended	questions	(also	called	struc-tured	questions)	elicit	a	small	range	of	specific	answers:	“Do	you	smoke	cigarettes?”	Yes	_____ 	No	_____ 	I	quit,	but	I	smoked	for	_____	years.6 	• Analyzing	the	Audience	43	Closed-
ended	questions	may	be	either	fixed-alternative	or	scale	questions.	Connecting	with	a	speaker	takes	focus.	Since	values	are	central	to	who	we	are,	identifying	those	of	your	listeners	with	respect	to	your	topic	can	help	you	to	avoid	ethnocentrism	(see	p.	Freedman,	a	journalist	and	author	of	the	book	Wrong:	Why	the	Experts	Keep	Failing	Us,	argues	that
fast	food	chains	such	as	McDonald’s	can	offer	lower-cost	healthy	foods	than	higher-priced	health	food	stores. . . .	Baldwin,	George	Mason	University;	Elaine	Wittenberg-L	yles,	University	of	North	Texas;	and	Merry	Buchanan,	University	of	Central	Oklahoma.	How	will	you	think	or	act	on	the	basis	of	the	evidence?	Members	of	a	captive	audience,	who
are	required	to	hear	the	speaker,	may	be	less	positively	disposed	to	the	occa-	sion	than	those	of	a	voluntary	audience	who	attend	of	their	own	free	will.	Audience	analysis	is	a	process	of	learning	about	audience	members’	attributes	and	motivations	through	techniques	such	as	interviews	and	questionnaires	(see	Chapter	6).	That	couldn’t	happen	in	any
other	country	in	the	world.1Sometimes	it	takes	more	than	a	brief	example	to	effectivelyillustrate	a	point.	The	following	illustrates	how	she	would	cal-culate	the	three	types	of	averages:	•	The	mean	score	is	22.8,	the	arithmetic	average,	the	sum	of	the	scores	divided	by	9.	Say	your	general	topic	is	video	games.	Unless	you	have	prior	information	about
the	audience’s	political	values	and	beliefs,	you	won’t	know	where	your	listeners	stand.	All	speeches	aredelivered	in	response	to	a	specific	rhetorical	situation,	ora		circumstance	calling	for	a	public	response.8	Bearing	therhetorical	situation	in	mind	ensures	that	you	maintain	anaudience-centered	perspective — that	is,	that	you	keep	theneeds,	values,
attitudes,	and	wants	of	your	listeners	firmly	infocus.	Identify	Personal	Interests	Personal	interests	run	the	gamut	from	favorite	activities	and	hobbies	to	deeply	held	goals	and	values.	You	can	further	narrow	topicsby	limiting	searches	to	within	a	range	of	dates	(e.g.,	1900–1950),	to	a	geographic	region	(e.g.,	Europe),	or	to	a	particularlanguage.	Close
your	eyes	and	allow	your	body	to	get	comfortable	in	the	chair	in	which	you	are	sitting.	Ethical	speeches	are	based	on	sound	information — on	facts	put	into	context — rather	than	on	misinformation,	pro-	paganda,	or	disinformation.	Example:	In	an	interview	I	conducted	last	week,Tim	Zeuten-	horst,	Chairman	of	the	Orange	City	Area	Health	System
Board,	at	Orange	City	Hospital	in	Iowa,	said . . .	Qualified	adopters	will	have	the	ability	to	c	reate	a	version	of	A	Pocket	Guide	to	Public	Speaking	that	exactly	matches	your	specific	needs.	Pre-preparat	ion	anxiety	can	be	a	problem	when	we	delay	planning	for	the	speech,	or	when	it	so	preoc-	cupies	us	that	we	miss	vital	information	necessary	to	fulfill
the	speech	assignment.	Testimony	is	firsthand	find-ings,	eyewitness	accounts,	and	people’s	opinions;	experttestimony	includes	findings,	eyewitness	accounts,	or	opin-ions	from	professionals	trained	to	evaluate	a	given	topic.	The	fifth	edition	of	A	Pocket	Guide	reflects	research	gleaned	from	a	record	113	new	peer-reviewed	studies,	in	chapters	ranging
from	listening	(12	new	studies),	ethics	(12),	and	audience	analysis	(17),	to	persuasion	(15)	and	many	others.	 	Evaluate	Evidence	and	Reasoning	The	ability	to	think	critically — t	o	evaluate	claims	on	the	basis	of	well-supported	reasons — g	oes	hand	in	hand	with	active	listening.	2	Rather	than	merely	mentioning	the	source’s	name	(Nielsen),	the	speaker
identifies	the	source	as	a	repu	table	global	marketing	firm.	(See	Chapters	19–21.)	 	Practice	Delivering	the	Speech	Preparation	and	practice	are	necessary	for	the	success	of	even	your	first	speech	in	class.	Keith	and	Christian	O.	The	Wake	Forest	University’s	Political	Speeches	gate-	way	(www.wfu.edu/~louden/Political%20Communication
/Class%20Information/SPEECHES.html)	offers	links	to	collections	of	political	speeches.	Main	Point	1Subordinate	Points	II.	Remind	yourself	that	effective	listeningprecedes	effective	rebuttal.	Each	of	us	has	a	unique	com-	munication	style,	a	way	of	presenting	ourselves	through	a	mix	of	verbal	and	nonverbal	signals.	These	sections	can	tell	a	great	deal
about	the	nature	of	the	site’s	con-	tent.	Higher	levels	of	education	often	lead	to	increased	lifetime	earnings,	better	health	out-	comes,	and	greater	civic	engagement.10	Depending	upon	audience	members’level	of	education,	your	speech	may	treat	topics	at	a	higher	or	lower	level	of	sophistication,	with	fewer	or	more	examples	and	illustrations.
Assuming	an	audience-centered	perspective	through-out	the	speech	preparation	process — from	selection	andtreatment	of	the	speech	topic	to	making	decisions	about	howyou	will	organize,	word,	and	deliver	it — w	ill	help	you	pre-pare	a	presentation	that	your	audience	will	want	to	hear.	Have	I	indicated	the	type	of	source?	5	Jenny	zeroes	in	on	dining
hall	practices,	which	are	directly	tied	to	campus	life.	As	with	any	encyclopedia,	Wikipedia	may	provide	an	initial	overview	of	a	topic,	but	to	ensure	accuracy,	it	should	serve	only	as	a	starting-off	point	for	further	research.3	The	references	cited	in	a	Wikipedia	article	can	serve	as	potential	research	leads — if	you	follow	the	links	provided	and	carefully
evalu-	ate	the	information	for	trustworthiness	Be	sure	to	compare	the	information	in	the	a	rticle	to	credible	sources	not	supplied	in	the	entry	itself,	and	do	not	offer	Wikipedia — o	r	any	ency-	clopedia	entry — a	s	a	source	to	audience	members.	QUICK	TIP	Explore	Topics	on	CQ	Researcher	Librarians	often	refer	students	to	two	related	publications — 
CQ	Researcher	(published	weekly)	and	CQ	Global	Researcher	(published	monthly) — for	trustworthy	background	infor	mation	on	pressing	social,	political,	environmental,	and	regional	issues.	With	thispower	to	affect	the	minds	and	hearts	of	others	comes	respon-sibility —  “ a	charge,	trust,	or	duty	for	which	one	is	account-able.”1	Taking	responsibility
for	your	words	lies	at	the	heart	ofbeing	an	ethical	speaker.	Arts	and	Humanities	Courses	250	35.	Citation	Guidelines	B.	Ultimately,	all	speakers	relyon		audience	feedback	to	evaluate	the	effectiveness	of	theirspeeches.chapter	4Ethical	Public	SpeakingWhen	we	have	an	audience’s	attention,	we	are	in	the	unusualposition	of	being	able	to	influence	or
persuade	listeners	and,at	times,	to	move	them	to	act — for	better	or	worse.	Yet	in	contrast	to	conversa-tion,	in	order	to	develop	an	effective	oral	style	you	must	prac-tice	the	words	you	will	say	and	the	way	you	will	say	them.	In	essence,	the	introduction	ofa	speech	tells	listeners	where	they	are	going,	the	body	takesthem	there,	and	the	conclusion	lets
them	know	the	journeyhas	ended.	A	Pocket	Guide	to	Public	Speaking	will	help	you	immensely	with	your	public	speaking	class.	Assigning	each	main	point	at	least	two	supportingpoints	is	another.	Using	Language	129	134Part	5	Delivery	139	16.	•	New	coverage	of	speaking	in	other	college	courses	backed	by	professionals	from	each	field.	3.	The	local
wetland	provides	a	sanctuary	to	many	plants	and	animals.	 	Exploring	Topics	for	Your	SpeechAs	you	explore	topics,	consider	each	one’s	potential	appealto	the	audience	and	its	appropriateness	to	the	rhetoricalsituation.	94).	250–62)	containsguidelines	for	documenting	sources	in	the	following	styles:Chicago,	American	Psychological	Association	(APA),
ModernLanguage	Association	(MLA),	Council	of	Science	Editors(CSE),	and	Institute	of	Electrical	and	Electronics	Engineers(IEEE).TIPS	FOR	NON-NATIVE	SPEAKERS	OF	ENGLISH.	Vibrant	color	now	directs	students	to	the	text’s	rich	pedagogical	features	including	Quick	Tips,	Checklists,	Visual	Guides,	graphs,	and	tables.	The	rules	of	fair	use	apply
equally	to	works	licensed	under	Creative	Commons	and	the	laws	of	copyright.	Business	and	Professional	Presentations	226	231Part	9 		Speaking	in	Other	235	College	Courses	238	240	30.	You’ll	also	find	proven	techniques	tobuild	your	confidence	by	overcoming	the	anxiety	associatedwith	public	speaking.	Public	speaking	gives	you	a	voice	that	can	be
heard	and	can	be	counted.	Y 	ou	know	you	want	to	give	either	an	informative	or	persuasive	speech	(your	general	purpose),	but	you	also	need	to	decide	more	specifically	what	you	want	to	accom-	plish.	What	lies	behind	the	speaker’s	assertions?	 	Pay	Close	Attention	to	Coordination	and	SubordinationOutlines	reflect	the	principles	of	coordination	and
subordination — the	logical	placement	of	ideas	relative	to	theirimportance	to	one	another.	Government-sponsored	sitesare	free	of	commercial	influence	and	contain	highly	credibleprimary	m	aterials.Evaluate	Authorship	and	Sponsorship	1	Examine	the	domain	in	the	Web	address — the	suffix	at	the	end	of	the	address	that	tells	you	the	nature	of	the	site:
educational	(.edu),	government	(.gov),	military	(.mil),	nonprofit	organization	(.org),	business/commer-	cial	(.com),	and	network	(.net).	In	public	speaking,	a	speaker	delivers	a	message	with	a	specific	purpose	to	an	audience	of	p	eople	who	are	present	during	the	delivery	of	the	speech.1 	• 	Becoming	a	Public	Speaker	7	Public	speaking	always	includes	a
speaker	who	has	a	rea-	son	for	speaking,	an	audience	that	gives	the	speaker	its	atten-	tion,	and	a	message	that	is	meant	to	accomplish	a	specific	purpose.	Since	it	hasn’t	happened	yet,	you’ll	need	a	hypothetical	example	of	what	you	believe	the	outcome	might	be.	Be	current	B.	Take	a	deep,	comfortable	breath	and	hold	it . . . n	ow	slowly	release	it
through	your	nose.	Catholics	disagree	on	birth	control	and	divorce,	Jews	disagree	on	whether	to	recognize	same-sex	unions,	and	so	forth.	Attitudesare	our	general	evaluations	of	people,	ideas,	objects,	orevents.2	 To	evaluate	something	is	to	judge	it	as	relativelygood	or	bad,	desirable	or	undesirable.	•	A	wealth	of	new	research.	First,	Jenny	draws	a
topic	map	to	generate	ideas.Vegetarianism/	Dining	hall	veganism	practices	1	5	Inhumane	agricultural	practices	Being	a	good	pet	owner	Puppy	mills	Animal	Rights	Animal	4	adoptionAnimal	abuse	2	Ways	to	increase	animal	welfare	on	campusAnimal	foster	Volunteering	at	care	an	animal	shelter	3For	each	presentation,	Jenny	narrows	her	topic	after
consid-ering	her	audience	and	the	speech	occasion.7 	• 	Selecting	a	Topic	and	Purpose	53	Public	Speaking	Class	(25–30	p	eople):	•	Mixed	ages,	races,	and	ethnicities,	and	an	even	mix	of	males	and	females	•	Busy	with	classes,	jobs,	sports,	and	clubs	•	Half	live	in	campus	housing,	where	pets	are	not	allowed	Anderson	Ross/Digital	Vision/Getty	Images
1	Jenny	eliminates	vegetarianism	because	she	will	be	unlikely	to	change	listeners’minds	in	a	six-minute	speech.	You	will	want	to	feel	and	appear	“natural”to	your	listeners,	an	effect	best	achieved	by	rehears-	ing	both	the	verbal	and	nonverbal	delivery	of	your	speech	(see	Chapters	17	and	18).	 	Determine	the	Speech	Purpose	Decide	what	you	want	to
accomplish	with	your	speech.	•	Don’t	directly	challenge	listeners’attitudes;	instead	begin	with	areas	of	agreement.	CHEC	K	L	I	S	T	Offering	Key	Source	Information	Have	I	identified	the	author	or	origin	of	the	source?	You	can	translate	personal	experiences	into	powerful	topics,	espec	ially	if	shar-	ing	them	in	some	way	benefits	the	audience	(see	the
table,	Identifying	Topics.)“What	it’s	like”stories	also	yield	captivat-	ing	topics.	(See	pp.	The	United	States	is	a	country	of	immi-	grants,	for	e	xample,	but	half	of	the	population	with	only	a	high	school	education	believe	that	immigrants	threaten	tra-	ditional	U.S.	values,	while	only	a	quarter	of	college-educated	Americans	agree.5	Consideration	of
audience	members’	values	is	an	impor-	tant	aspect	of	preparing	an	ethical	speech.	Appendix	D(pp.	Source	credibility	refers	to	our	level	of	trust	in	a	source’s	credentials	and	track	record	for	providing	accurate	informa-	tion.	•	Fairness	refers	to	making	a	genuine	effort	to	see	all	sides	of	an	issue	and	acknowledging	the	information	listeners	need	in
order	to	make	informed	decisions.10	Few	subjects24	1 	• Getting	Started	are	black	and	white;	rarely	is	there	only	one	right	or	wrong	way	to	view	a	topic.	Have	I	identified	the	general	speech	purpose — t	o	inform,	persuade,	or	mark	a	s	pecial	occasion?	A	Pocket	Guide	to	Public	Speaking	has	been	a	popular	choice	for	instructors	and	students	since	the
first	edition	was	pub-	lished	in	2003.	Tips	for	Non-Native	Speakers	of	English	Glossary	Index	macmillanhighered.com/pocketspeak5ethis	page	left	intentionally	blankA	PocketGuide	to	PublicSpeaking	FIFTH	EDITION	Dan	O’Hair	University	of	Kentucky	Hannah	Rubenstein	Rob	Stewart	Texas	Tech	University	Bedford/St.Martin’s	A	Macmillan	Education
Imprint	Boston	•	New	YorkFor	Bedford/St.	Martin’sVice	President,	Editorial,	Macmillan	Higher	Education	Humanities:	Edwin	HillPublisher	for	Communication:	Erika	GutierrezDevelopment	Manager:	Susan	McLaughlinSenior	Developmental	Editor:	Lorraina	MorrisonSenior	Media	Editor:	Tom	KaneEditorial	Assistant:	Will	StonefieldSenior	Production
Editor:	Pamela	LawsonProduction	Supervisors:	Dennis	Conroy,Victoria	AnzaloneMarketing	Manager:	Thomas	DigianoCopy	Editor:	Denise	P.	This	fact	requires	acknowledgment	of	a	source — 	in	this	case,	a	compilation	of	facts	published	by	Francie	Diep	in	Scientific	American.12	Citing	Quotations,	Paraphrases,	and	Summaries	When	citing	other	p‐
eople’s	ideas,	you	can	present	them	in	one	of	three	ways:	•	Direct	quotations	are	verbatim — o	r	word	for	word — 	presentations	of	statements	made	by	someone	else.	Throughout	the	text,	users	will	find	many	tools	to	help	them	focus	on	key	public	speaking	concepts:	charts	and	tables	that	summarize	salient	points;	Checklists	that	reinforce	critical
content;	insightful	Quick	Tips	that	offer	succinct	and	practical	advice;	Visual	Guides	that	illustrate	the	steps	for	accomplishing	challenging	speech	tasks;	and	Appendices	that	offer	citation	guidelines,	help	with	question-and-answer	ses-	sions	and	mediated	communication,	and	support	for	non-	native	speakers	of	English.viiiPreface 	•	ix	 	New	to	This
Edition	As	with	previous	editions,	we	received	feedback	from	hun-	dreds	of	instructors	about	the	challenges	of	teaching	and	learning	public	and	presentational	speaking.	Brainstorm-	ing	works — it	is	a	structured	and	effective	way	to	identify	topic	ideas	in	a	relatively	brief	period	of	time.	Some	audience	membersmay	have	a	great	deal	in	common	with
you.	Book	If	a	book	has	two	or	fewer	authors,	state	first	and	last	names,	source	qualifier,	title,	and	date	of	publication.	68–69.)62	2 	• DevelopmentRecognize	Propaganda,	Misinformation,and	DisinformationOne	way	to	judge	a	source’s	trustworthiness	is	to	ask	your-self:	Is	it	reliable	information,	or	is	it	propaganda,	misinfor-mation,	or	disinformation?
2	(See	the	table	on	p.	For	each	source,	plan	onbriefly	alerting	the	audience	to	the	following:	1.	Reflect	content	of	message	C.	In	doing	so,	however,	yourisk	overlooking	key	sources	not	found	through	those	sitesand	finding	biased	and/or	false	information.	At	the	same	time,	you	canfocus	on	certain	values	that,	if	not	universally	shared,	areprobably
universally	aspired	to	in	the	human	heart.	Modern	research	on	source	credibility	reveals	that	p	eople	place	their	greatest	trust	in	speakers	who:	•	Have	a	solid	grasp	of	the	subject,	•	Display	sound	reasoning	skills,	•	Are	honest	and	straightforward,	•	Are	genuinely	interested	in	the	welfare	of	their	listeners.3	 	Respect	Your	Listeners’	Values	Our
ethical	conduct	is	a	reflection	of	our	values — our	most	enduring	judgments	or	standards	of	what’s	good	and	bad	in		life,	of	what’s	important	to	us.	Fixed-alternative	questions	contain	a	limited	choice	of	answers,	such	as	“Yes,”	“ No,”	or	“For	x	years”	(as	in	the	preceding	example).	Choose	a	word,	phrase,	or	prayer	(e.g.,“Namaste,”  “ 	Om,”	“Hail	Mary,
Full	of	Grace”).	For	e	xample,	if	one	of	yourmain	points	is	that	children	need	more	vitam	in	D,	clearlystate,	“According	to	the	American	Academy	of	Pediatrics,children	from	infants	to	teens	should	consume	more	vitam	inD.”	In	addition,	state	your	main	points	(and	supportingpoints;	see	below)	in	parallel	form — that	is,	in	similar	gram-matical	form	and
style	(see	p.	Chapter	14	describes	how	to	create	effective	introductionsand	conclusions.	Interpreting	the	vital	signs	in	the	context	of	health	status	is	information.	These	physi-ological	reactions	result	from	the	“fight-or-flight”	response 	— the	body’s	automatic	response	to	threatening	or	fear-inducingevents.	Not	including	presidential	elections,	only
about	35	percent	of	people	in	the	United	States	regularly	vote.	Can	I	develop	the	topic	using	just	two	or	three	main	points?	Full-text	versions	of	one	informative	and	one	persuasive	speech	appear	in	the	book,	along	with	electronic	transcripts	and	closed	captioning	online.	Are	the	main	and	supporting	points	stated	in	parallel	form?	Reference	only	those
sites	that	are	affiliated	with	reputa-ble	(local,	regional,	or	national)	news	agencies	and	mediaoutlets,	or	by	well-known	bloggers	with	serious	reputations.A	blog-specific	search	engine	can	help	you	find	what	youneed.	The	first	step	intaming	speech	anxiety	is	to	have	a	thorough	plan	for	eachpresentation.Prepare	and	PracticeIf	you	know	your	m	aterial
and	have	adequately	rehearsedyour	delivery,	you’re	far	more	likely	to	feel	confident.	•	Small	group	communication	involves	a	small	number	of	people	who	can	see	and	speak	directly	with	one	another.	Our	primary	goal	in	writing	A	Pocket	Guide	has	always	been	to	meet	the	needs	of	speech	instructors	who	find	main-	stream,	full-size	introductory
speech	texts	either	too	over-	whelming	or	too	prescriptive	for	their	classes.	This	compre	hensive	manual	offers	useful	guidance	for	new	andxii	• 	Preface	experienced	instructors,	and	outlines	and	activities	for	every	chapter	in	the	main	text.	As	you	dress,	think	about	how	the	clothes	you	choose	make	you	look	and	feel	good	about	yourself.	Following	are
steps	you	can	take	to	reduce	the	likelihood	of	using	false	or	misleading	statistics:	•	Use	only	reliable	statistics.	Wiemann.	Ethically	you	are	bound	to	attribute	any	informationdrawn	from	other	p	eople’s	ideas,	opinions,	and	theories — a	swell	as	any	facts	and	statistics	gathered	by	others — to	theiroriginal	sources.	The	principle	of	selective	perception
suggests	key	stepsyou	can	take	in	your	dual	roles	as	listener	and	speaker:	•	As	a	listener,	examine	your	own	expectations	and	motiva-	tions	to	hear	things	in	a	certain	way.	•	Mass	communication	occurs	between	a	speaker	and	a	large	audience	of	unknown	p	eople	who	usually	are	not	present	with	the	speaker,	or	who	are	part	of	such	an	immense	crowd
that	there	can	be	little	or	no	interaction	between	speaker	and	listener.	 	Strive	for	the	Open	and	Respectful	Exchange	of	IdeasIn	contrast	to	monologue,	in	which	we	try	merely	to	imposewhat	we	think	on	another	person	or	group	of	p	eople,	dialogiccommunication	is	the	open	sharing	of	ideas	in	an	atmo-sphere	of	respect.9	True	dialogue	encourages
both	listenerand	speaker	to	reach	conclusions	together.	Supporting	m	ater	ial,	suchas	you	might	discover	in	a	magazine	or	journal	article,	illus-trates	and	elaborates	upon	your	ideas,	provides	the	audiencewith	evidence	for	your	arguments,	and	engages	them	in	thetopic.	 	Select	a	Topic	Unless	the	topic	is	assigned,	the	next	step	is	to	decide	what	you
want	to	speak	about.	Credibility	plays	a	key	role	in	the	effectiveness	of	testi-mony,	so	establish	the	qualifications	of	the	person	whosetestimony	you	use,	and	inform	listeners	when	and	where	thetestimony	was	offered:	In	testimony	before	the	U.S.	House	Subcommittee	on	Human	Rights	and	Wellness	last	week,	Derek	Ellerman	(co-	executive	director	of
the	Polaris	Project)	said,“Many	people	have	little	understanding	of	the	enormity	and	the	brutality	of	the	sex	trafficking	industry	in	the	United	States. . . .”8QUICK	TIPUse	a	Variety	of	Supporting	MaterialsListeners	respond	most	favorably	to	a	variety	of	supportingmater	ials	derived	from	multiple	sources	to	illustrate	eachmain	point.9	Alternating	among
different	types	of	supporting	m	aterial — m	oving	from	a	story	to	a	statistic,	fore	xample — w	ill	make	the	presentation	more	interesting	andcredible	while	simultaneously	appealing	to	your	audiencemembers’different	learning	styles.	Example:	In	The	Civic	Potential	of	Video	Games,	published	in	2009,	Joseph	Kahne,	noted	professor	of	education	and
director	of	the	Civic	Education	Research	Group	at	Mills	College,	and	his	two	coauthors,	both	educators,	wrote	that . . .	 	Observe	Ethical	Ground	Rules	Ethical	speech	rests	on	a	foundation	of	dignity	and	integrity.	What	are	the	source’s	qualifications?	The	general	speechpurpose	for	any	speech	answers	the	question,“What	is	myobjective	in	speaking	on
this	topic	to	this	audience	on	thisoccasion?”Public	speakers	typically	accomplish	one	of	threegeneral	purposes:	to	inform,	to	persuade,	or	to	mark	a	s	pecialoccasion.	Both	instructors	and	students	can	add	video	from	the	LaunchPad	Library,YouTube,	or	their	own	collection,	use	time-based	comments	to	discuss	the	video,	and	then	evaluate	video	using
rubrics.	We	may	believethat	no	one	could	possibly	be	interested	in	anything	we	haveto	say.	•	Avoid	plagiarism	and	gain	credibility	as	an	ethical	speaker	who	acknowledges	the	work	of	others.	It	requires	you,	the	speaker,	to	close	your	eyes	and	visu-	alize	a	series	of	positive	feelings	and	actions	that	will	occur	on	the	day	of	your	speech.	If	you	continue
browsing	the	site,	you	agree	to	the	use	of	cookies	on	this	website.	Brief	ContentsPart	1	Getting	Started	1	2	1.	Communicating	in	Groups	28.	It	is	speaker	andlistener	together	who	truly	make	a	speech	p	oss	ible.	The	“ From	Source	to	Speech:	Narrowing	Your7 	• 	Selecting	a	Topic	and	Purpose	45	Topic	to	Fit	the	Audience” 	later	in	this	chapter
demonstrates	how	you	can	do	this.	Managing	Speech	Anxiety 	134.	It’s	a	bit	of	a	vicious	circle.Some	people	react	by	deciding	to	avoid	speeches	altogether,yet	gaining	more	experience	is	key	to	overcoming	speechanxiety.Feeling	DifferentThe	prospect	of	getting	up	in	front	of	an	audience	makesmany	of	us	extrasensitive	to	our	personal	idiosyncrasies,
suchas	a	less-than-perfect	haircut	or	an	accent.	•	More	comprehensive	coverage	of	persuasive	speak-	ing.	“Visualization:	Is	It	More	than	Extra-Attention?”	From	Communication	Education,	Volume	38	(1989),pp.	Knowing	roughly	where	an	audience	falls	interms	of	these	key	variables	can	be	critical	in	effectively	tar-geting	your	message.INCOME 
Income	determines	p	eople’s	experiences	on	manylevels.	Then	jot	down	the	first	thing	that	comes	to	mind	related	to	it.	•	Adjust	to	the	speaker’s	style.	it	can	be	much	less	daunting	when	you	realize	that	you	can	draw	on	expertise	you	already	have.	Try	to	adhere	to	these	principles	as	you	arrangeyour	speech	points.	Relax	your	m	uscles,	moving	from
neck	to	shoulders	to	arms	to	back	to	legs.	We	designed	this	guide	to	be	useful	in	the	widest	possible	range	of	situations,	from	the	traditional	speech	classroom	and	courses	across	the	curriculum,	to	the	workplace,	and	in	the	community.	Does	your	topic	add	something	positive	to	public	discourse?	Ethics	is	the	study	of	moral	conduct.	Ifyou	introduce
one	source	with	the	phrase	 “ According	to . . . ,”switch	to	another	construction	(“As	reported	by . . .”)	for	thenext	one.	Listeners	are	not	likely	to	accept	your	statements	as	factual	unless	you	back	them	up	with	credible	sources.	Don’t	judge	the	content	of	a	speaker’s	message	by	his	or	her	style.	In	Parts	1	through	5	you	will	find	chapters	that	cover	allthe
steps	necessary	to	create	a	speech — from	planning,research,	and	development	to	organization,	practice,	anddelivery.	While	a	paraphrase	contains	approximately	the	same	number	of	words	as	the	original	source	material	stated	in	the	speaker’s	own	words,	a	summary	condenses	the	same	mater	ial,	distilling	only	its	essence.	Oral	citation	language	is
bolded	for	easy	identification.26	1 	• Getting	StartedDirect	As	John	Calapinto	states	in	an	a	rticleQuotation:	titled	“Strange	Fruit:	The	Rise	and	Fall	of	Açai,”	published	in	the	May	30,	2011,Oral	issue	of	the	New	Yorker,“The	fruit	has	fol-Paraphrase:	lowed	a	cycle	of	popularity	befitting	a	teen-	age	pop	singer:	a	Miley	Cyrus–like	trajectoryOral	from
obscurity	to	hype,	critical	backlash,	andSummary:	eventual	ubiquity.”	In	an	article	titled	“Strange	Fruit:	The	Rise	and	Fall	of	Açai,”	published	in	the	May	30,	2011,	issue	of	the	New	Yorker,	John	Calapinto	explains	that	until	two	brothers	from	Southern	California	named	Ryan	and	Jeremy	Black,	along	with	their	friend	Edmund	Nichols,	began	exporting
açai	to	the	United	States	ten	years	ago,	it	was	unknown	here.	Here,	TED	speaker	Jonathan	Drori	uses	an	extendede	xample	to	illustrate	how	pollen	(the	fertilizing	element	ofplants)	can	link	criminals	to	their	crimes:8 	• Developing	Supporting	Material	55	[Pollen	forensics]	is	being	used	now	to	track	where	counter-	feit	drugs	have	been	made,	where
banknotes	have	come	from. . . . A	nd	murder	suspects	have	been	tracked	using	their	clothing. . . . S	ome	of	the	people	were	brought	to	trial	[for	war	crimes	in	Bosnia]	because	of	the	evidence	of	pollen,	which	showed	that	bodies	had	been	buried,	exhumed,	and	then	reburied	somewhere	else.2	In	some	speeches,	you	may	need	to	make	a	point	about
something	that	c	ould	happen	in	the	future	if	certain	events	were	to	occur.	 	Gather	Supporting	Materials	Illustrate	the	main	points	with	supporting	m	ater	ial	that	clari-	fies,	elaborates,	and	verifies	your	ideas.	CHEC	K	L	I	S	TPreparing	for	the	Interview	Have	I	researched	my	interviewee’s	background	and	accomplishments?	Exhaleair	and	let	your
abdomen	go	in.	Some	related	categories	are	platform	(handheld,	arcade),	type	(racing,	role	playing),	and	operating	system	(Linux,	Macintosh,	Windows).	This	is	the	single	most	critical	aspect	of	preparing	forany	speech.	 	Practice	Active	ListeningSetting	listening	goals,	listening	for	main	ideas,	and	watchingfor	nonverbal	cues	are	practical	steps	you
can	take	to	becomemore	adept	at	listening	actively.5 	• Listeners	and	Speakers	31	Set	Listening	Goals	Determine	ahead	of	time	what	you	need	and	expect	from	the	listening	situation:	1.	Determines	if	recipient	ignores	message	1.	266–69)	addresses	the	most	common	ESL	challenges,including	pronunciation	of	certain	words	and	challenges	inbeing
understood.How	to	Use	the	Book	and	Digital	Resources	 	•	vii	macmillanhighered.com/pocketspeak5e	LaunchPad	Solo	is	a	new,	easy-to-use	platform	that	offers	digital	tools	to	support	the	speechmaking	process.	Doc-	tored	photographs	and	falsified	profit-and-loss	statements	are	e	xamples	of	disinformation	in	action.	The	principles	of	organizing	a
speech	parallel	those	of	organizing	an	essay,	including	offer-	ing	a	compelling	introduction,	a	clear	thesis	statement,	sup-	porting	ideas,	and	a	thoughtful	conclusion.	Be	specific	about	your	aim,	and	thenstate	it	in	action	form,	as	in	the	following,	written	for	aninformative	speech:General	Topic:	Consolidating	Student	LoansNarrowed	Topic:
Understanding	when	and	why	consoli-General	Purpose:	dating	student	loans	makes	senseSpecific	SpeechPurpose:	To	inform	To	inform	my	audience	about	the	factors	to	consider	when	deciding	whether	or	not	to	consolidate	student	loans	Although	the	specific	purpose	statement	need	not	bearticulated	in	the	actual	speech,	it	is	important	to	know	andto
keep	in	mind	exactly	what	you	want	to	accomplish.Compose	a	Thesis	StatementThe	thesis	statement	(also	called	central	idea)	is	the	theme	ofthe	speech	stated	as	a	single,	declarative	sentence.	But	public	speakers	will	also	benefit	by	sensitizing	themselves	to	broader	national	differences	in	cultural	values.	Statement:	To	prepare	for	a	difficult	job
market	and	enhance	your	résumé	while	making	a	significant	difference	for	other	p	eople,	you	should	take	one	or	more	s	ervice	learning	courses.	Laytestimony,	or	testimony	by	nonexperts	such	as	eyewitnesses,can	reveal	compelling	firsthand	information	that	may	beunavailable	to	others.	As	a	rule,	the	fewermain	points	in	a	speech,	the	greater	the
odds	that	you	willmaintain	your	listeners’attention.	I	time	myself	so	that	I	can	develop	an	average	time.	A	clearly	defined	speech	purpose	or	goal — w	hat	you	wantthe	audience	to	learn	or	do	as	a	result	of	the	speech — is	afinal	prerequisite	for	an	effective	speech.	But	four	of	the	five	families	[actually]	have	a	tax	bill	equaling	$6,000	or	less. . . . [Many]
analysts	would	[more	accurately]	define	a	median	income	family — a	family	for	whom	half	of	all	fami-	lies	have	higher	income	and	half	have	lower	income — t	o	be	the	“ 	typical	family.” . . .168 	• Developing	Supporting	Material	59	Present	Statistics	Ethically	Offering	listeners	inaccurate	statistics	is	unethical.	Doing	so	will	make	audience	members	feel
that	you	recog-	nize	and	respect	them.	The	less	faith	listeners	have	in	the	existence	ofsomething — U	FOs,	for	instance — the	less	open	they	are	tohearing	about	it.	Speaking	with	Presentation	Aids	20.	Versions	include	The	Essential	Guide	to	Rhetoric	by	William	M.	Channel	Context	Noise	Message	Channel	Encoding	Shared	Goals	Decoding	meaning
Outcome	Source	Receiver	SPEAKER	AUDIENCE	Receiver	Source	Decoding	Shared	meaning	Encoding	Channel	Channel	Noise	Feedback	FIGURE	1.1 	The	Communication	Process8	1 	• Getting	Started	Noise	is	any	interference	with	the	message.	Developing	Supporting	Material 	54 9.	Use	Watchdog	Sites	to	Check	the	Facts	Our	most	trustworthy
elected	officials	occasionally	make	false	assertions,	and	even	the	most	reliable	news	sources	publish	errors	of	fact	or	omission.	Selecting	a	Topic	and	Purpose 	44 8.	These	instructor	resources	are	also	available	with	LaunchPad	Solo	for	A	Pocket	Guide	to	Public	Speaking.	•	Assign	relatively	less	weight	to	ideas	that	are	subordi-	nate.	To	help	you	get
started	asquickly	as	p	oss	ible,	this	chapter	previews	the	steps	involvedin	putting	together	any	speech	or	presentation.	Contextincludes	anything	that	influences	the	speaker,	the	audience,the	occasion — a	nd	thus,	ultimately,	the	speech.	It	is	availablePreface 	•	xi	packaged	at	a	significant	discount	with	the	text.	Outlining	the	Speech	110	117Part	4
Starting,	Finishing,	and	Styling	125	14.	Stories	help	us	make	sense	of	our	experiences;4	they	tell	tales,	both	real	and	imaginary,	relating	personal	experiences,	folk	wisdom,	parables,	myths,	and	so	forth.	A	tilde	(~)	in	the	address	usually	indicates	that	it	is	a	personal	page	rather	than	part	of	an	institutional	website.	Does	your	topic	carry	religious	or
political	overtones	that	are	likely	to	stir	your	listeners’emotions	in	a	n	egative	way?42	2 	• Developmentpreferences	for	one	state	of	affairs	over	another,”	as	beingsignificant	across	all	cultures,	but	in	widely	varying	degrees.To	see	variations	in	values	among	fifty	nations,	see	geert-hofstede.com.	Repeat	the	process	until	you	have	fifteen	to	twenty
items.	Main	points	should	be	mutually	exclusive	of	one	another.If	they	are	not,	consider	whether	a	main	point	more	properlyserves	as	a	subpoint.	If	we	find	the	arguments	of	others	morally	offensive,	we	are	equally	bound	to	speak	up	appropriately	in	refutation.	Others	maybe	fluent	in	a	language	other	than	yours	and	must	struggleto		understand	you.
Crab-	tree,	Loyola	Marymount	University;	and	D	avid	Alan	Sapp,	Fairfield	University.	The	way	I	keep	them	from	taking	over	is	to	not	let	my	mind	become	negative.	Percentages	help	audience	members	easily	grasp	compari-	sons	between	things,	such	as	the	unemployment	rate	in	sev-	eral	states:	In	May	2013,	Nevada	had	the	highest	rate	of	unemploy-
ment,	at	9.5	percent.	See	yourself	getting	up	in	the	morning,	full	of	energy,	full	of	confidence,	looking	forward	to	the	day’s	challenges.	Inaddition	to	checking	that	your	sources	are	reliable,	considerwhether	they	will	be	seen	as	credible	by	your	particularaudience.2	 	Avoid	a	Mechanical	DeliveryAcknowledging	sources	need	not	interrupt	the	flow	of
yourspeech.	Constructing	the	Persuasive	Speech	192	25.	LearningCurve	ensures	that	you	receive	as	much	targeted	practice	as	you	need	in	order	to	master	the	mat	erial.	So	whom	should	you	believe — 	Congresswoman	X’s	dire	predictions	regarding	Social	Secu-	rity	or	Senator	Y’s	rosier	assessment?	Reprinted	by	permission	of	Taylor	&	Francis	Ltd.	It
has	been	suggested	that	a	good	speech	is	practiced	at	least	six	times.	When	you	credit	speech	sources,	you:	•	Increase	the	odds	that	audience	members	will	believe	in	your	message.	While	propaganda	may	include	factual	information,	misinformation	does	not.	From	A	to	Z:	Overview	of	a	Speech	13	3.	Example:	On	its	website,	last	updated	September
18,	2015,	the	Society	of	Interventional	Radiology,	a	national	organiza-	tion	of	physicians	and	scientists,	explains	that	radio	waves	are	harmless	to	healthy	cells. . . .If	website	content	is	undated	or	not	regularly	updated,	reviewthe	site	for	credibility	before	use,	using	the	criteria	listed	onpp.	Shannon	Jr.,	an	attorney	with	the	U.S.	Depart-	ment	of	State,
described	the	exodus	of	unaccompanied	minors	from	Central	America. . . .	Consider	a	teacher	whose	nine	students	scored	5,	19,	22,23,	24,	26,	28,	28,	and	30,	with	30	points	being	the	highestpossible	grade.	New	guidelines	and	reenvisioned	chapter	content	give	today’s	students	the	tools	and	templates	they	need	to	prepare	presentations	in	other
disciplines.	(See	Chapter	18	for	tips	on	practicing	natural	gestures.)	You	don’t	have	to	stand	perfectly	still	behind	the	podium	when	you	deliver	a	speech.	Will	I	be	able	to	offer	a	fresh	perspective	on	the	topic?	Considered	appealing	directly	to	audience	members’	attitudes	and	values	in	your	speech?6 	• Analyzing	the	Audience	37	the	speaker	and	to
feel	that	he	or	she	shares	their	percep-	tions,8	so	establish	a	feeling	of	commonality,	or	identifica-	tion,	with	them.	We	do	not	store	this	file(s)	on	our	website.	 	Demonstrate	Competence	and	CharacterEthics	is	derived	from	the	Greek	word	ethos,	meaning	“ 	char-acter.”	As	Aristotle	first	noted,	audiences	listen	to	and	trustspeakers	if	they	demonstrate
positive	ethos,	or	good	character.Speakers	in	ancient	Greece	were	regarded	positively	if	they4 	• Ethical	Public	Speaking	21	were	well	prepared,	honest,	and	respectful	toward	their	audi-	ence.	By	clearly	stating	your	speech	thesis	(what	it’sabout),	you	set	in	your	mind	exactly	what	outcome	you	wantto	accomplish	(the	specific	purpose).	Example:	A
falsified	profit-and-loss	statement9 	• 	Finding	Credible	Sources	in	Print	and	Online	63	legend — a	fabricated	story	passed	along	by	unsuspecting	people.	An	exception	to	the	prohibitions	of	copyright	is	the	doc-	trine	of	fair	use,	which	permits	the	limited	use	of	copyrighted	works	without	permission	for	the	purposes	of	scholarship,	criticism,	comment,
news	reporting,	teaching,	or	research.14	This	means	that	when	preparing	speeches	for	the	classroom,	you	have	much	more	latitude	to	use	other	people’s	creative	work	without	seeking	permission,	but	with	credit	in	all	cases,	including	display	of	the	copyright	symbol	(©)	on	any	copy-	righted	handouts	or	visual	aids	you	include	in	your	speech.	May	be
unclear	a.	If	you	have	too	many	mainpoints,	further	narrow	your	topic	(see	Chapter	7)	or	check	thepoints	for	proper	subordination	(see	pp.	Practice	gestures	that	feel	natural	to	you,	steering	clear	of	exaggerated	movements.	Beyond	ensuring	thatyou	treat	issues	of	gender	evenly,	try	to	anticipate	the	audi-ence	members’	attitudes	with	respect	to
gender	and	planaccordingly.Group	AffiliationsThe	various	groups	to	which	audience	members	belong — whether	social,	civic,	work-related,	or	religiously	or	politicallyaffiliated — reflect	their	interests	and	values	and	so	provideinsight	into	what	they	care	about.	These	all-new,	professionally	shot	speech	videos	include	high-interest	topics	such	as
“freeganism”	and	social	media.	Left	unchecked,	this	kind	of	thinking	can	distract	us	from	the	speech	itself,	with	all	our	attention	now	focused	on	“me.”	Our	self-consciousness	makes	us	feel	even	more	conspicu-	ous	and	sensitive	to	even	the	smallest	faults,	which	increases	our	anxiety!	Actually,	an	audience	rarely	notices	anything	about	us	that	we
don’t	want	to	reveal.	The	author	or	origin	of	the	source	(“documentary	film-	maker	Ken	Burns . . .”	 or	 “ 	on	the	National	Science	Foun-	dation	website . . .”)10 	• Citing	Sources	in	Your	Speech	71	2.	Is	your	topic	one	with	which	the	audience	is	familiar,	or	is	it	new	to	them?	The	specific	speech	purpose	lays	out	precisely	what	you	want	the	audience	to
take	away	from	your	presentation.50	2 	• Development	CHEC	K	L	I	S	TNarrowing	Your	Topic	What	is	my	audience	most	likely	to	know	about	the	subject?	For	e	xample,	a	patient’s	vital	signs	(temperature,	blood	pressure,	pulse,	etc.)	are	data.	Here	we	focus	on	the	elements	of	thespeech	body:	main	points,	supporting	points,	and	transitions.	Greek,
and	later	Roman,	teachers	divided	the	process	ofpreparing	a	speech	into	five	parts — invention,	arrangement,style,	memory,	and	delivery — c	alled	the	canons	of	rhetoric.These	parts	correspond	to	the	order	in	which	these	teachersbelieved	a	speech	should	be	put	together.	•	Present	statistics	in	context.	Have	you	reviewed	your	topic	in	light	of	the	age
range	and	generational	identity	of	your	listeners?	Speaking	on	Special	Occasions	203Part	8 	Online,	Group,	and	204	Business	Contexts	210	214	26.	Take	into	account	these	character-	istics	as	you	select	your	topic	and	draft	the	speech,	focusing	on	ways	you	can	relate	it	meaningfully	to	your	audience.	Military	posters	that	encourage	enlistment	are	an
example	of	propaganda.	Student	speak-	ers	may	search	the	Creative	Commons	Web	site	for	suitable	materials	for	their	speech	at	creativecommons.org.	•	The	mode	score	is	28,	the	most	frequently	occurring	score	in	the	distrib	ut	ion.	Appendix	A	(pp.	•	The	median	score	is	24,	the	center-most	score	in	a	distribu	tion	or	the	point	above	and	below	which
50	percent	of	the	nine	scores	fall.	The	firsthand	nature	of	a	credible	primary	source	can	build	trust	and	engage	audience	members	emotionally.	Informative	Speaking	167	23.	Strong	work	ethic	 6.	As	you	study	public	speaking,	you	will	have	the	opportu-	nity	to	research	topics	that	are	meaningful	to	you,	consider	alternate	viewpoints,	and	choose	a
course	of	action.4	 Y 	ou	will	learn	to	distinguish	between	argument	that	advances	con-	structive	goals	and	uncivil	speech	that	serves	merely	to	inflame4	1 	• Getting	Startedand	demean	others.	50–51),	as	in	the	followingexample:Specific	Purpose:	“To	show	my	audience,	throughWhat	you	want	the	audi-	a	series	of	easy	steps,	how	toence	to	learn	or	do
as	a	meditate.”result	of	your	speechThesis:	“When	performed	correctlyThe	central	idea	of	the	using	just	three	steps,	medita-speech	tion	is	an	effective	and	easy	way	to	reduce	stress.”Main	Points:	I.	As	with	its	shelved	m	aterial,	a	library’s	e-resources	are	built	through	careful	and	deliberate	selection.	Preparing	for	Mediated	Communication	D.	Though
often	legally	protected	under	the	First	Amend-ment	(which	guarantees	freedoms	concerning	religion,expression	of	ideas,	and	rights	of	assembly	and	petition),	rac-ist,	sexist,	or	ageist	slurs,	gay-bashing,	and	other	forms	ofnegative	or	hate	speech	clearly	are	unethical.	The	special	occasion	speech	serves	the	general	purpose	of	entertaining,	celebrating,
commemo-	rating,	inspiring,	or	setting	a	social	agenda,	and	includes	speeches	of	introduction,	acceptance,	and	presentation;	roasts	and	toasts;	eulogies;	and	after-dinner	speeches,	among	others.	Where	will	I	stand	or	sit	in	relation	to	the	audience?	In	fact,	all	successful	communication	is28	1 	• Getting	Startedtwo-way,	including	that	of	public
speaking.	Religion	Social	and	political	views	can	be	tied	to	religious	traditions,	making	religion	another	key	demographic	variable.	When	speaking	with	a	friend,	you	automatically	check	to	make	cer-	tain	you	are	understood	and	adjust	your	meaning	accord-	ingly.	Modify	thoughts	and	attitudes — think	positively.	82–83).Restrict	Each	Main	Point	to	a
Single	IdeaA	main	point	should	not	introduce	more	than	one	idea.	Analytic/quantitative	and	technical	skills	 7.	Will	the	topic	appeal	to	my	listeners’interests	and	needs?	•	Responsibility	means	being	accountable	for	what	you	say.	Put	a	potential	topic	in	the	middleof	a	piece	of	paper.	For	example,	if	four	middle-income	families	pay	$3,000,	$4,000,
$5,000,	and	$6,000,	respectively,	in	taxes,	and	one	very	wealthy	family	pays	$82,000	in	taxes,	the	average	[mean]	tax	paid	by	these	five	families	is	$20,000	($100,000	in	total	taxes	divided	by	five	families).	In	this	way,	you	will	feel	less	threatened	and	more	relaxed	about	the	process.	 	Gain	a	Vital	Life	SkillSkill	in	public	speaking	will	give	you	an
unmistakable	edgeNow,	more	than	ever,	public	speaking	has	become	both	avital	life	skill	and	a	potent	weapon	in	career	development.Business	magnate	Warren	Buffet	passionately	extols	the	rolethat	public	speaking	has	played	in	his	success:	Be	sure	to	do	it,	whether	you	like	it	or	not . . . do	it	until	you	get	comfortable	with	it. . . . P	ublic	speaking	is	an
asset	that	will	last	you	50	or	60	years,	and	it’s	a	necessary	skill;	and	if	you	don’t	like	doing	it,	that	will	also	last	you	50	or	60	years. . . . O	nce	you	tackle	the	fear	and	master	the	skill,	you	can	run	the	world.	The	table,38	2 	• DevelopmentGenerational	Identity	and	Today’s	GenerationsGeneration	CharacteristicsTraditional	Respect	for	authority	and	duty,
disciplined,1925–1945	strong	sense	of	right	and	wrongBaby	Boomer	Idealistic,	devoted	to	career,	self-actualizing,1946–1964	values	health	and	wellnessGeneration	X	Seeks	work-life	balance,	entrepreneurial,1965–1979	technically	savvy,	flexible,	questions	author-	ity	figures,	skepticalGeneration	Y/	Technically	savvy,	optimistic,	self-
confident,Millennials	educated,	appreciative	of	diversity,	entre-1980–1999	p	reneurial,	respectful	of	elders,	short	atten-	tion	spansGeneration	Z	Comfortable	with	the	highest	level	of	tech-2000–	nical	connectivity,	naturally	inclined	to	col-	laborate	online,	boundless	faith	in	power	of	technology	to	make	things	possible9Generational	Identity	and	Today’s
Generations,	lists	someof		the	prominent	characteristics	and	values	of	today’sgenerations.Ethnic	or	Cultural	BackgroundAn	understanding	of	and	sensitivity	to	the	ethnic	and	culturalcomposition	of	your	listeners	are	key	factors	in	deliveringa		successful	(and	ethical)	speech.	•	Chapter	2,	“From	A	to	Z:	Overview	of	a	Speech,”	offers	quick	guidance	on
each	step	in	the	speechmaking	pro-	cess,	from	selecting	a	topic	to	delivery.	Students	can	easily	upload	their	own	speech	videos	for	review	and	evaluation.	chapter	5	Listeners	and	Speakers	Imagine	giving	a	speech	that	no	one	heard.	Citing	Sources	in	Your	Speech 	70chapter	6Analyzing	the	AudienceAdvertisers	are	shrewd	analysts	of	p	eople’s	needs
and	wants,extensively	researching	our	buying	habits	and	lifestylechoices	to	identify	what	motivates	us.	Ideas	that	are	coordinate	are	givenequal	weight;	coordinate	points	are	indicated	by	their	paral-lel	alignment.	We’re	talking	about	human	life.3	 	Share	Stories	One	of	the	most	powerful	means	of	conveying	a	message	and	connecting	with	an
audience	is	through	a	story	or	narrative.	Audience	mem-bers	want	to	know	what	the	speaker	thinks	and	feels	and	thathe	or	she	recognizes	them	and	relates	the	message	to	them.Speakers	accomplish	this	by	making	specific	references	tothemselves	and	to	the	audience.	The	difference	between	seasoned	public	speakers	and	the	rest	of	us	is	that	the
seasoned	speakers	know	how	to	make	their	nervousness	work	for	rather	than	against	them.	Instructor	Resources	For	more	information	or	to	download	the	instructor	resources,	please	visit	the	online	catalog	at	macmillanhighered.com	/pocketspeak/catalog.	•	New	coverage	of	creating	presentation	aids	and	deliv-	ering	virtual	presentations.	Ethical
Public	Speaking 	205.	As	related	ideas	come	to	you,	write	themdown,	as	shown	in	Figure	7.1.Utilize	Internet	ToolsExcellent	online	tools	for	finding	(and	narrowing)	a	topic	arethe	databases	available	on	a	library’s	portal,	or	its	home	page(see	also	p.	In	his	car.	 	Offer	Constructive	and	Compassionate	FeedbackFollow	these	guidelines	when	evaluating
the	speeches	ofothers:	•	Be	honest	and	fair	in	your	evaluation	of	the	speech.	A	town	activist,	invited	to	address	a	civic	group	about	installing	solar	panels	in	town	buildings,	may	choose	a	persuasive	purpose	to	encourage	the	group	to	get	behind	the	effort.	Sit	comfortably	in	a	quiet	space.	For	e	xample,if	you	need	to	prepare	a	sales	proposal	for	a
business	course,you	could	simply	look	under	“ sales	proposal”	in	the	indexand	then	go	to	the	designated	pages.LISTS	OF	FEATURES.	Age	Each	age	group	has	its	own	concerns,	psychological	drives,	and	motivations.	2.	 	Adapt	to	Diverse	AudiencesIn	the	United	States,	one-third	of	the	population,	or	nearly105	million	people,	belong	to	a	racial	or	an
ethnic	minoritygroup,	and	38	million	p	eople,	or	13	percent,	are	foreign	born.Nationwide,	nearly	20	percent	of	the	population	speaks	alanguage	other	than	Eng	lish	in	the	home;	two-thirds	of	thesespeak	Spanish.14	These	figures	suggest	that	audience	mem-bers	will	hold	different	cultural	perspectives	and	employ	dif-ferent	styles	of	communicating	that
may	or	may	not	meshwith	your	own.	Think	positively	about	public	speaking,	and	focus	on	it	asan	opportunity	toward,	not	a	threat	to,	personal	growth.3 	• Managing	Speech	Anxiety	17	QUICK	TIP	Envision	Your	Speech	as	a	Conversation	Rather	than	thinking	of	your	speech	as	a	formal	perfor-	mance	where	you	will	be	judged	and	critiqued,	try	thinking
of	it	as	a	kind	of	ordinary	conversation.	Consult	Published	Sources	Organizations	of	all	kinds	publish	information	describing	their	missions,	operations,	and	achievements.	Practice	Delivering	the	Speech	Consider	Presentation	Aids	Outline	the	Speech	Separate	the	Speech	into	Its	Major	Parts	Gather	Supporting	Material	Develop	the	Main	Points
Compose	a	Thesis	Statement	Determine	the	Speech	Purpose	Select	a	Topic	Analyze	the	Audience	FIGURE	2.1 	Steps	in	the	Speechmaking	Process10	1 	• Getting	Started	Your	speech	should	also	have	a	specific	speech	purpose 	— what	you	want	the	audience	to	learn	or	do	as	a	result	of	yourspeech.	Withoutexamples	to	illustrate	the	points	a	speaker
wants	to	con-vey,	listeners	would	get	lost	in	a	sea	of	abstract	statements.Examples	can	be	brief	or	extended	and	may	be	either	factual	orhypothetical.	Now	begin	to	visualize	the	beginning	of	a	day	in	which	you	are	going	to	give	an	informative	speech.	Are	your	explanations	and	e	xamples	at	a	level	appro-	priate	to	the	audience’s	sophistication	and
education?	Your	book	may	have	come	with	an	access	card	to	LaunchPad	Solo	at	your	instructor’s	request.	Thanks	to	being	a	newscaster	for	34	years,	working	as	a	junior	manager	for	more	than	20	years,	teaching	students	to	speak	in	public	for	7	years,	going	to	universities,	units,	enterprises	fostering,	hosting	the	seminars,	studying	hundreds	of
speeches	of	leaders.	Part	of	the	context	of	any	speech	is	the	situation	thatcreated	the	need	for	it	in	the	first	place.	Browsing	through	the	brief	table	ofcontents	inside	the	front	cover	will	usually	guide	you	to	theinformation	you	need.	What	topics	will	be	suitable	to	your	audience’s	needs	and	wants	in	these	circumstances?	Make	eye	contact	with	your
practice	audience.	Dignity	refers	to	bearing	and	conduct	that	is	respectful	to	self	and	others.	Outlines	are	based	on	the	principle	of	coordination	and	subordination — the	logical	placement	of	ideas	relative	to	their	importance	to	one	another.	Second	level	of	subordination	2.	Ifyou		do	find	a	broken	link,	please	forward	the	information	to[email	protected]
so	that	it	can	be	corrected	for	thenext	printing.How	to	Use	the	Bookand	Digital	ResourcesA	Pocket	Guide	to	Public	Speaking,	Fifth	Edition,	is	designed	toprovide	quick,	clear	answers	to	your	questions	about	publicspeaking — w	hether	you’re	in	a	public	speaking	class,	in	acourse	in	your	major,	on	the	job,	or	in	your	community.	•	Assess	the	speaker’s
reasoning.	What	aspects	of	the	topic	are	most	relevant	to	the	occasion?	As	you	prepare	speeches	on	controversial	topics,	anticipate	that	audience	members	will	hold	a	range	of	values	that	will	differ	not	only	from	your	own,	but	from	each	other’s.	 	Identify	the	General	Purpose	of	Your	SpeechOnce	you	have	an	idea	for	a	topic,	you’ll	need	to	refine
andadapt	it	to	your	general	speech	purpose.	For6 	• Analyzing	the	Audience	39	example,	depending	on	income,	home	ownership	is	either	a	taken-for-granted	budget	item	or	an	out-of-reach	dream.	Phrasing	points	in	parallelform	helps	listeners	follow	your	ideas	more	easily	while	lend-ing	a	rhythmic	elegance	to	your	words.Use	the	Purpose	and	Thesis
Statementsas	GuidesMain	points	should	flow	directly	from	your	specific	purposeand	thesis	statements	(see	pp.	Skill	in	verbal	communication	 8.	For	guidelines	on	orally	citing	your	sources,	see	Chapter	10,	“ 	Citing	Sources	inYour	Speech.”60	2 	• Development	CHEC	K	L	I	S	TEvaluating	Your	Research	Needs	Do	you	need . . .	An	idea	that	is
subordinate	to	another	is	givenrelatively	less	weight;	subordinate	points	are	indicated	bytheir	indentation	below	the	more	important	points.11 	• Organizing	the	Body	of	the	Speech	83	The	most	common	format	for	outlining	points	is	the	roman	numeral	outline.	Speech	excerpts,	sample	outlines,	and	full-length	visually	annotated	sample	speeches
provide	useful	models	that	help	students	see	how	speech	fundamentals	can	be	applied	effectively.	The	best	ways	to	combat	identity	theft	and	keep	yourself	secure	are	to	review	your	monthly	financial	statements,	periodically	check	your	credit	report,	and	secure	your	personal	information	in	both	digital	and	print	form.	Stories	can	be	relatively	short
and	s	imple	descriptions	of	incidents	worked	into	the	speech,	or	longer	accounts	that	constitute	most	of	the	presentation	and	even	serve	as	the	organizing	framework	for	it	(see	narrative	pattern	of	organi-	zation,	p.	•	Discover	why	they	have	a	negative	bias	in	order	to	tact-	fully	introduce	the	other	side	of	the	argument.	Successful	communica-tion	can
never	be	divorced	from	the	concerns	and	expecta-tions	of	others.	Is	each	main	point	truly	a	main	point	or	a	subpoint	of	another	main	point?	So,	too,	does	the	strategic	use	of	inclusive	language	such	as	we,	you,	I,	and	me	(see	p.	Have	you	tried	to	create	a	sense	of	identification	between	yourself	and	audience	members?	Listeners	have	a	natural	desire	to
identify	with	CHEC	K	L	I	S	TAppeal	to	Audience	Attitudes,	Beliefs,	and	Values	Have	you . . .	The	Computerized	Test	Bank	is	prepared	by	Diana	Rehling,	St.	Cloud	State	Univer-	sity;		Paula	K.	Review	your	community’s	newspapers	and	news	blogs	for	the	local	headlines.46	2 	• DevelopmentSteer	Clear	of	Overused	and	Trivial	TopicsTo	avoid	boring	your
classmates	and	instructor,	stay	awayfrom	tired	issues,	such	as	drunk	driving	and	the	health	risksof	cigarettes,	as	well	as	trite	topics	such	as	 “ how	to	changea		tire.” 	People	want	to	hear	new	information	and	differentperspectives.	Her	club’s	proposed	resolu-	tion	to	use	free-range	eggs	in	the	campus	dining	hall	benefits	all	students	and	requires	the
support	of	the	council — a	n	ideal	topic	for	this	audience.54	2 	• DevelopmentIn	an	informative	speech,	the	thesis	conveys	the	scope	of	thetopic,	the	steps	associated	with	the	topic,	or	the	underlyingelements	of	it.	24).	Write	your	thesis	statement	and	gen-eral	and	specific	speech	purposes	on	a	sticky	note	and	placeit	on	the	edge	of	your	computer
screen.	Citing	Sources	in	Your	Speech	79	80Part	3	Organization	89	95	11.	•	Be	compassionate	in	your	criticism.	Inform	listeners	of	when	the	data	were	collected	and	by	whom,	the	method	used	to	collect	the	data,	and	the	scope	of	the	research:	These	figures	represent	data	collected	by	the	U.S.	Department	of	Education	during	2015	from	question-
naires	distributed	to	all	public	and	private	schools	in	the	United	States	with	students	in	at	least	one	of	grades	9–12	in	the	fifty	states	and	the	District	of	Columbia.	May	ignore	e-mail	with	unclear	subject	line	II.	As	you	rehearse,	practice	smiling	and	otherwise	animating	your	face	in	ways	that	feel	natural	to	you.	External	listening	distractions,	such	as
the	din	of	jackham-mers	or	competing	conversations,	can	significantly	interferewith	our	ability	to	listen,	so	try	to	anticipate	and	plan	for	them.If	you	s	truggle	to	see	or	hear	over	noise	or	at	a	distance,	arriveearly	and	sit	in	the	front.	When	reproducingcopyrighted	mater	ial,	such	as	a	table	or	photograph,	label	itwith	a	copyright	symbol	(©)	and	the
source	information.Even	if	it	is	not	copyrighted,	supporting	m	ater	ial	listed	ona	visual	aid	may	require	citation.You	may	cite	this	m	ater	ialorally,	print	the	citation	unobtrusively	on	the	aid,	or	both.10 	• Citing	Sources	in	Your	Speech	77	Testimony	(Lay	or	Expert)	Name	the	person,	source	qualifier,	and	date	and	context	in	which	information	was
offered.	•	Invention	refers	to	discovering	the	types	of	evidence	and	arguments	you	will	use	to	make	your	case.	 	Outline	the	Speech	An	outline	is	a	plan	for	arranging	the	elements	of	your	speech	in	support	of	your	thesis.	Try	it	in	twostages.STAGE	ONE 	Inhale	air	and	let	your	abdomen	go	out.	 	Public	Speaking	as	a	Form	of	CommunicationPublic
speaking	is	one	of	four	categories	of	human	commu-nication:	dyadic,	small	group,	mass,	and	public	speaking.	Is	there	another	way	to	view	the	argument?	Statistics	to	demonstrate	relationships?chapter	9Finding	Credible	Sourcesin	Print	and	OnlineThe	search	for	supporting	material — for	the	examples,	factsand	statistics,	opinions,	stories,	and
testimony	described	inChapter	8 — c	an	be	one	of	the	most	enjoyable	parts	of	put-ting	together	a	speech.	The	conclusion	restates	the	speech	thesis	and	reiterates	how	the	main	points	confirm	it	(see	Chapter	14).	Use	stress-control	breathing,	meditation,	and	other	relaxation	techniques.	CHEC	K	L	I	S	T	Identifying	the	Speech	Topic,	Purpose,	and	Thesis
Is	the	topic	appropriate	to	the	occasion?	•	Even	better	coverage	of	the	basic	principles	of	speech-	making.	Gifts	of	Speech	(gos.sbc.edu)	features	speeches	by	women	from	around	the	world	since	1848.	For	any	work	created	from	1978	to	the	present,	a	copy-	right	is	good	during	the	author’s	lifetime,	plus	seventy	years.	Therefore,	since	even	the	most
credible	source	can	sometimes	be	wrong,	it	is	always	better	to	offer	a	variety	of	sources,	rather	than	a	single	source,	to	support	a	major	point.	For	definitions	of	key	terms	highlighted	in	thebook,	see	pages	270–90.Quick	Speech	PreparationIf	you	have	to	prepare	a	speech	quickly	(for	example,	givinga	first	speech	early	in	the	semester),	consult
Chapters	1–3	inA	Pocket	Guide:	•	Chapter	1,“Becoming	a	Public	Speaker,”provides	a	brief	discussion	of	public	speaking	basics.	Sharing	a	personal	story,	emphasizing	a	shared	role,	and	otherwise	stressing	mutual	bonds	all	help	to	create	identification.	 	Adapt	Your	Message	to	Audience	Demographics	Demographics	are	the	statistical	characteristics
of	a	given	population.	New	yellow	“sticky	notes”	visually	annotate	sample	speeches	instantly	and	highlight	speech	commentary.	It	helps	clean	our	air	and	water	and	provides	a	space	of	beauty	and	serenity	(value	#3).	Narrow	the	list	to	two	or	three,	and	then	select	a	final	topic:	cars	➝	maintenance	➝	engines	➝	advantages	of	diesel	fuels	Topic	(mind)
mapping	is	a	brainstorming	technique	in	which	you	lay	out	words	in	diagram	form	to	show	categorical48	2 	• DevelopmentAgencies	Finding	it	Ads	Quality	of	Word	of	mouth	Personality	provider	Age	Child	care	Experience	Contracts	Paying	for	it	Government	Benefits	reporting	issuesFIGURE	7.1 	A	Topic	Maprelationships	among	them.	 	Develop	the
Main	PointsOrganize	your	speech	around	two	or	three	main	points.	A	smaller	share,	but	still	nearly	half	(46%)	say	they	are	willing	to	pay	extra	for	products	and	services	from	these	companies.	Breathe	slowly	and	say	it	until	you	become	calm	(about	ten	to	twenty	minutes).QUICK	TIPStretch	Away	StressYou	can	significantly	lessen	pre-speech	jitters	by
stretching.A	half-hour	to	one-hour	session	of	whole	body	stretchesand	yoga	poses,	combined	with	deep	breathing,	will	helpdischarge	nervous	energy.Use	Stress-Control	BreathingWhen	you	feel	stressed,	the	center	of	your	breathing	tends	tomove	from	the	abdomen	to	the	upper	chest,	leaving	you	witha	reduced	supply	of	air.	While	dominant	cultural
values	in	U.S.	society	include	achievement	and	success,	equal	opportunity,	material	comfort,	and	democracy,	surveys	of	several	Asian	societies	reveal	such	values	as	a	spirit	of	harmony,	humility	toward	one’s	superiors,	awe	of	nature,	and	a	desire	for	prosperity.	•	Begin	by	learning	about	the	person	you	will	be	interviewing	so	that	you	can	prepare
appropriate	and	informed	ques-	tions	for	him	or	her.	Leadership	ability	 2.	Could	be	confused	with	spam	b.	Have	you	tried	to	foster	a	sense	of	inclusion?	12	4	3	5a	5b70	2 	• Developmentnews	stories,	articles,	and	videos	to	share	with	other	users	ofthe	site.	Consider,	too,	how	you	can	apply	relevant	sec-ondary	research	to	personal	experience	to	form
a	compellingtopic	(see	Chapter	9).Identifying	Topics	Personal	ExperiencesFavorite	Activities	•	Playing	sports	•	Travel	to	international•	Building	computers	destinations•	Fixing	cars•	Designing	clothes	•	Service	in	the	armed•	Reading	poetry	forces•	Playing	video	games•	Playing	music	•	Volunteer	work	in	the•	Travel	U.S.	or	abroad•	Cooking	•
Emigrating	to	the	U.S.	•	Surviving	a	life-	threatening	disease	•	Surviving	disaster	•	Growing	up	in	a	non-	traditional	familyValues	Goals•	Building	a	greater	sense	•	Becoming	a	high-tech	of	community	entrepreneur•	Spirituality	•	Attending	graduate	or•	Philanthropy	professional	school•	Political	activism•	Living	a	sustainable	life	•	Starting	a	family	•
Staying	fit	•	Learning	more	about	one’s	religionSpecific	Subject	Interests	Social	Problems•	Local	history	•	Road	rage•	Genealogy	•	Bullying	in	schools•	U.S.	or	global	politics	•	Gun	violence•	Photography	and	art	•	Unemployment•	Religion	•	Racism•	Science	•	Lack	of	affordable	child	care7 	• 	Selecting	a	Topic	and	Purpose	47	Health	and	Nutrition
Current	Events	•	Diets	•	Pending	legislation	•	Exercise	regimens	•	Political	races	•	Autism	spectrum	•	Climate	and	biodiversity	•	National	security	disorder	•	Same-sex	marriage	•	Mental	health	benefits	•	Insomnia	New	or	Unusual	Angles	•	Eating	organic	or	•	Unsolved	crimes	gluten-free	•	Unexplained	Grassroots	Issues	d	isappearances	•	Scandals	•
Student	loan	relief	•	Conspiracy	theories	o	ptions	•	Life	hacks	for	living	a	•	Safer	schools	more	efficient	life	•	Caring	for	the	homeless	•	Drought	and	water	conservation	Issues	of	Controversy	•	Corporate	personhood	•	Medical	marijuana	•	Concealed	handguns	•	Veterans	Affairs	•	Immunizations	Try	Brainstorming	to	Generate	Ideas	Brainstorming	is	a
method	of	spontaneously	generating	ideas	through	word	association,	topic	mapping,	or	Internet	browsing	using	search	engines	and	directories.	To	see	how	you	can	orally	cite	sources	in	ways	that	listeners	will72	2 	• Developmentaccept	and	believe	in	them,	see	“From	Source	to		Speech:DemonstratingYour	Source’s	Credibility	and	Accuracy.”QUICK
TIPConsider	Audience	Perception	of	SourcesNot	every	trustworthy	source	is	necessarily	appropriate	forevery	audience.	Although	founding	scholars	such	as	the	great	Greek	rhet-orician	Aristotle	(384–322	b.c.e.)	and	the	Roman	statesmanand	orator	Cicero	(106–43	b.c.e.)	surely	did	not	anticipate	theomnipresent	Prezi	slide	show	that	accompanies
contempo-rary	speeches,	the	speechmaking	structure	they	bequeathedto	us	as	the	canon	of	rhetoric	remains	remarkably	intact.Often	identified	by	terms	other	than	the	original,	these	can-ons	nonetheless	continue	to	be	taught	in	current	books	onpublic	speaking,	including	this	pocket	guide.	•	Enable	listeners	to	locate	your	sources	and	pursue	their
own	research	on	the	topic.	Plan	to	research	your	topic	to	provide	evidence	for	your	assertions	and	lend	credibility	to	your	mes-	sage	(see	Chapter	9).	1–5.	 	Avoid	PlagiarismCrediting	sources	is	a	crucial	aspect	of	any	speech.	Example:	Judy	Woodruff,	PBS	Newshour	co-anchor,	described	in	a	segment	on	the	auto	industry	aired	on	June	2,	2015 . . .Online
VideoName	the	online	video	source,	program,	segment,	sourcequalifier,	and	date	aired	(if	applicable).	Example:	In	a	July	8,	2015,	posting	on	Talking	Points	Memo,	a	news	blog	that	s	pecializes	in	original	reporting	on	govern-	ment	and	politics,	editor	Josh	Marshall	notes	that . . .Television	or	Radio	ProgramName	the	program,	segment,	reporter,	source
qualifier,	anddate	aired.	Both	attitudes	and	beliefs	are	shaped	by	values — o	urmost	enduring	judgments	about	what’s	good	in	life,	asshaped	by	our	culture	and	our	unique	experiences	within	it.We	feel	our	values	strongly	and	strive	to	realize	them.34	Page	2	6 	• Analyzing	the	Audience	35	As	a	rule,	audience	members	are	more	interested	in	and	pay
greater	attention	to	topics	toward	which	they	have	posi-	tive	attitudes	and	that	are	in	keeping	with	their	values	and	beliefs.	•	Summarize	and	assess	the	relevant	facts	and	evidence.	Whether	planning	a	wedding	toast	or	a	busi-	ness	presentation,	failure	to	anticipate	and	adjust	for	the	audience’s	expectations	risks	alienating	them.	The	message	is	the
content	of	the	communication	pro-	cess:	thoughts	and	ideas	put	into	meaningful	expressions,	expressed	verbally	and	nonverbally.	If	invited	to	describe	the	initiative	to	the	town	finance	committee,	the	activist	may	choose	an	informa-	tive	purpose,	in	which	the	main	goal	is	to	help	the	committee	understand	project	costs.	Keep	persons	with
disabilities(PWD)	in	mind	when	you	speak,	and	use	language	ande	xamples	that	afford	them	respect	and	dignity.	In	any	speaking	situation,	your	foremost	concern6 	• Analyzing	the	Audience	41	should	be	to	treat	your	listeners	with	dignity	and	to	act	with	integrity.	Determines	if	recipient	reads	message	1.	The	answer	is	no.	An	ethical	speech	appeals
to	the	greater	good	rather	than	narrow	self-interest.	Narrow	Your	Topic	Just	as	brainstorming	can	be	used	to	discover	a	topic,	it	can	also	be	helpful	in	narrowing	one.	9.	The	second	step	of	meditation	is	“ 	breathing.”	III.	Do	you	offer	emotional	appeals	because	they	are	appropriate	rather	than	to	shore	up	otherwise	weak	arguments?	5.	Chapters	in
Part	7	con-tain	guidelines	for	creating	three	of	the	most	commonlyassigned	speeches	in	public	speaking	classes:	informative,persuasive,	and	s	pecial	occasion.	In	aspeech	titled	“ The	Coming	Golden	Age	of	Medicine,”	Rich-ard	F.	123).	The	functionality	of	 VideoTools	aids	in	the	review	of	student	speech	videos	by	enabling	instructors	to	create	video
assign-	ments.	A	speech	exhibits	unity	when	it	contains	only	those	pointsimplied	by	the	specific	purpose	and	thesis	statements	(seepp.	42),	adjust	the	speech	accordingly	(see	also	the	table	in	Chapter	24	for	specific	per-	suasive	strategies	for	appealing	to	different	audiences).	Depending	on	when	it	strikes,	the	consequences	of	public-speaking	anxiety
can	include	every-	thing	from	procrastination	to	poor	speech	performance.	Listeners	and	Speakers	33Part	2	Development	34	44	6.	To	get	the	most	out	of	the	book,	package	the	print	book	with	LaunchPad	Solo	for	A		Pocket	Guide	to	Public	Speaking,	a	dynamic	platform	that	dramatically	enhances	teaching	and	learning.	How	might	you	prepare	to	speak
in	front	of	an	ethni-cally	and	culturally	diverse	audience,	including	that	of	yourclassroom?	Surveys	are	an	especially	effective	source	for	speech	topics	focused	on	the	attitudes	and	behavior	of	people	in	your	immediate	environment,	such	as	fellow	students’opinions	on	issues	on	or	off	campus	or	community	members’	attitudes	toward	local	initiatives
(for	guidelines	on	creating	surveys,	see	Chapter	6.)	 	Explore	Secondary	Sources	Along	with	poss	ible	primary	sources,	your	speeches	will	most	likely	require	the	support	of	secondary	sources	as	found	in	books,	newspapers,	periodicals,	government	publications,	print	or	online	reference	works	(such	as	encyclopedias,	alma-	nacs,	biographical
reference	works,	books	of	quotations,	poetry	collections,	and	atlases),	and	reputable	blogs	and	social	news	sites.	Firsthand	findings,	in	the	form	of	testimony,	to	illus-	trate	your	points	or	strengthen	your	argument?	From	A	to	Z:	Overview	of	a	Speech 	83.	At	3.8	percent,	Nebraska	had	the	low-	est	rate.14	Because	audience	members	cannot	take	the
time	to	pause	and	reflect	on	the	figures	as	they	would	with	written	text,	consider	how	you	can	help	listeners	interpret	the	numbers	you	offer	them,	as	in	this	example:	As	you	can	see,	Nevada’s	unemployment	rate	is	two	and	one-half	times	greater	than	that	of	Nebraska.58	2 	• DevelopmentQUICK	TIPUse	Statistics	Selectively—and	MemorablyRather
than	overwhelm	the	audience	with	numbers,	put	afew	figures	into	context,	to	make	your	message	more	com-pelling.	Use	analogies	to	help	the	audience	learn	new	ideas.5 	• Listeners	and	Speakers	29	 	Anticipate	Obstacles	to	Listening	Active	listening — listening	that	is	focused	and	purpose-	ful — isn’t	possible	under	conditions	that	distract	us.
Analyzing	the	Audience	54	7.	You	can	conduct	interviews	one-on-one	or	in	a	group,	in	person	or	by	telephone	or	online.Consider	interviewing	a	sampling	of	the	audience,	or	evenjust	one	knowledgeable	representative	of	the	group	that	youwill	address.	See	pages	42–43	for	more	details	on	open-	and	closed-ended	questions.66	2 	• Development	•
Establish	a	spirit	of	collaboration	at	the	start:	•	Acknowledge	the	interviewee	and	express	respect	for	his	or	her	expertise.	Geert	Hofstede’s	wide-ranging	research	reveals	five	major	“value	dimensions,”	or	“broad	CHEC	K	L	I	S	T	Reviewing	Your	Speech	in	the	Light	of	Audience	Demographics	Does	your	speech	acknowledge	potential	differences
in	values	and	beliefs	and	address	them	sensitively?	If	you	are	talking	about	public	figures	or	matters	ofpublic	concern,	you	will	not	be	legally	liable	unless	it	can	beshown	that	you	spoke	with	a	reckless	disregard	for	thetruth — that	is,	if	you	knew	that	what	you	were	saying	wasfalse	but	said	it	anyway.	The	most	popular	items	win	more	visibility.
Problem-solving	skills	 5.	And,	because	I	know	that	I	am	well	prepared,	I	really	try	to	just	relax.	Does	my	thesis	statement	sum	up	in	a	single	sentence	what	my	speech	is	about?	3	Identify	the	creator	of	the	information.	Do	you	use	sound	evidence	and	reasoning?	 	Use	Main	Points	to	Make	Your	ClaimsMain	points	express	the	key	ideas	of	the	speech.
Occasion-ally		discuss	the	findings	first,	before	citing	the	source.	These	include	the	source,	the	receiver,	the	message,	the	channel,	and	shared	meaning	(see	Figure	1.1).	182–83.)	Is	the	content	of	your	message	supported	by	sound	evidence	and	reasoning?	In	a	persuasive	speech,	the	thesis	represents	what	youare		going	to	prove	in	the	address.	Work
to	Overcome	Cultural	Barriers	Differences	in	dialects	or	accents,	nonverbal	cues,	word	choices,	and	even	physical	appearance	can	serve	as	barriers	to	listening,	but	they	need	not	if	you	keep	your	focus	on	the	message	rather	than	the	messenger.	Within	these	parameters,	use	your	own	interests	and	expertise	to	guide	you	in	selecting	something	to
speak	about	(see	Chap-	ter	7	for	a	discussion	on	finding	topics).	If	listeners	know	relatively	l	ittle	about	the	topic,	•	Stick	to	the	basics	and	include	background	information.	Ethical	Public	Speaking	27	5.	I	practice	one	more	time	and	I	tell	myself	I	am	going	to	be	fine.	•	We	sort	and	filter	new	information	on	the	basis	of	what	we	already	know	(e.g.,	we
learn	by	analogy).	The	new	edition	is	designed	to	help	students	master	basic	skills	while	also	addressing	the	new	challenges	that	digital	technology	brings	to	public	speaking:	•	An	all-new,	four-color	design	makes	it	even	easier	for	students	to	find	the	advice	that	they	need.	Principles	of	Persuasive	Speaking	174	24.	Form	a	Specific	Speech	Purpose
Once	you’ve	narrowed	the	topic,	you	need	to	refine	your	speech	goal.	The	Comput-	erized	Test	Bank	contains	more	than	fifteen	hundred	true/false,	multiple-choice,	fill-in-the-blank,	and	essay/	short	answer	questions	that	have	been	carefully	crafted	to	test	students’specific	knowledge	of	the	text.	•	Paraphrase	the	interviewee’s	answers	when	you	are
unclear	about	meaning	and	repeat	back	to	him	or	her.	2	Look	for	an	“About”	link	that	describes	the	organization	or	a	link	to	a	page	that	gives	more	information.	 	Public	Speaking	as	an	Interactive	Communication	Process	In	any	communication	event,	several	elements	are	present.	Climate	change,	energy,	government	debt,	immigration	reform — s	uch
large	civic	issues	require	our	considered	judg-	ment	and	action.Yet	today	too	many	of	us	leave	it	up	to	poli-	ticians,	journalists,	and	other	“experts”	to	make	decisions	about	critical	issues	such	as	these.	The	following	speaker,	claiming	that	a	policy	institutemisrepresented	the	“average”	tax	rate	for	American	families,illustrates	how	the	inaccurate	use	of
averages	can	deceiveaudience	members:	The	Tax	Foundation	determines	an	average	[mean]	tax	rate . . . simply	by	dividing	all	taxes	paid	by	the	total	of	everyone’s	income.	Striving	for	inclusion	andadopting	an	audience-centered	perspective	will	bring	youcloser	to	the	goal	of	every	public	speaker — establishing	agenuine	connection	with	the	audience.
To	create	this	senseof	inclusion,	a	public	speaker	must	be	able	to	address	diverseaudiences	with	sensitivity,	demonstrating	respect	for	differ-ences	in	culture	and	identity.	Different	rules	apply	to	the	professional	speaker,	whose	use	of	copyrighted	m	aterials	is	considered	part	of	a	for-profit	“per-	formance.”(For	more	information,	see
www.copyright.gov.)	Creative	Commons	is	an	organization	that	allows	cre-	ators	of	works	to	decide	how	they	want	other	people	to	use	their	copyrighted	works.	Begin	stress-control	breathing	several	days	before	a	speech.	Housed	within	these	online	repositories	areoral	histories,	letters,	old	newspapers;	photographs,	prints,and	paintings;	and	audio
and	video	recordings.Quick	TipDazzle	Them	with	Digital	Collection	MaterialsSupporting	material	drawn	from	a	library’s	digital	collec-tion	can	add	great	color	and	depth	to	speeches	on	manytopics.	Athens	was	the	site	of	the	world’s	first	direct	democracy,and	public	speaking	was	the	v	ehicle	that	allowed	it	to	suc-ceed.	Ask	yourself	whether	you	are	r‐
eally	hearing	what	the	speaker	is	saying.	QUICK	TIP	Avoid	Cherry-Picking	Politicians	are	often	accused	of	cherry-picking — s	electing	only	those	statistics	that	buttress	their	own	arguments	while	ignoring	competing	data.17	To	present	the	mean	when	in	fact	one	of	the	other	averages	is	the	better	indicator	of	what	your	data	represent,	is	an	instance	of
cherry-picking.	At	least	eight	characteristics	are	typically	con	sidered	when	analyzing	speech	audiences:	age,	ethnic	and	cultural	background,	socioeconomic	status	(including	income,	occupation,	and	education),	religious	and	political	affiliations,	gender,	and	group	affiliations.	Inexperienced	speakers	may	give	overly	lengthy	coverageto	one	point	and
insufficient	attention	to	others;	or	they	mightprovide	scanty	evidence	in	the	speech	body	after	presentingan	impressive	introduction.	Regardless	of	when	anxiety	about	a	speech	strikes,	theimportant	thing	to	remember	is	that	you	can	manage	theanxiety	and	not	let	it	manage	you — b	y	harming	your	motiva-tion,	or	by	causing	you	to	avoid	investing	the
time	and	energyrequired	to	deliver	a	successful	speech.	Establishing	a	speechpurpose	early	on	will	help	you	proceed	through	speech	preparation	and	delivery	with	a	clear	focus	in	mind.chapter	2From	A	to	Z:	Overview	of	a	SpeechPublic	speaking	is	an	applied	art,	and	every	speaking	oppor-tunity,	including	that	provided	by	the	classroom,	offers
youvaluable	hands-on	experience.	Example:	A	fact	Propaganda	Information	represented	in	such	a	way	as	to	provoke	a	desired	response.	Print	Resources	for	Students	•	The	Essential	Guides.	In	addition,	we	hope	to	satisfy	instructors	in	other	disciplines	who	want	an	easy	and	affordable	tool	for	teaching	presentation	skills.	Does	your	speech	focus	on
issues	rather	than	on	personalities?	•	As	a	speaker,	demonstrate	why	your	topic	is	relevant	to	the	audience’s	interest	and	needs.	 	Finding	What	You	NeedTABLES	OF	CONTENTS.	But	there	are	two	other	kinds	of	averages — themedian	and	the	mode.	It	found	that	two-thirdsof	consumers	around	the	world	say	they	prefer	to	buy	productsand	serv	ices



from	companies	that	have	programs	that	giveback	to	society.	Other	channels	include	telephone,	television,	and	the	Internet.	Offer	data	as	they	appropriately	represent	your	point,	but	refrain	from	declaring	that	these	data	are	definitive.	It	is	not	common	knowledge	that	the	last4 	• Ethical	Public	Speaking	25	earthquake	of	similar	magnitude	to	hit
Japan	happened	1,200	years	ago.	In	general,	however,	the	soldier	finds	the	Washing-	ton	Post	a	credible	source.	Check	your	consumer	credit	report	at	least	twice	a	year.	“If	the	Value	Fits,	Use	It”	Evoking	some	combination	of	the	audience’s	attitudes,	beliefs,	and	values	in	the	speeches	you	deliver	will	make	them	more	personally	relevant	and
motivating.	Develop	each	part	separately,	then	bring	them	together	using	transition	statements	(see	Chapter	11).	Jenny	argues	that	students	should	donate	an	hour	a	week	to	a	nearby	shelter,	so	that	busy	students	can	still	participate.	20)	and	deliver	your	message	in	a	culturally	sensitive	manner.	For	e	xample,	a	politically	conservative	audi-ence	may
reject	information	from	a	liberal	publication.	planning,	from	deciding	how	you	will	record	the	interview	to	the	questions	you	will	ask.	You	can	learn	a	lot	through	self-evaluation,	but	self-	perceptions	can	be	distorted,13	so	objective	evaluations	by20	1 	• Getting	Started	CHEC	K	L	I	S	TSteps	in	Gaining	Confidence	Prepare	and	practice,	early	on	and
often.	Data	are	raw	and	unprocessed	facts;	infor-	mation	makes	sense	of	data.	Present	statistics	accurately	and	in	context,	or	not	at	all.	 	Alert	Listeners	to	Key	Source	InformationAn	oral	citation	credits	the	source	of	speech	material	that	isderived	from	other	p	eople’s	ideas.	Convey	correct	meaning	2.	How	much	can	I	competently	research	and	report
on	in	the	time	I	am	given	to	speak?Ask	yourself:	What	do	you	want	the	audience	to	learn/do/reconsider/agree	with?	Does	it	rely	on	fallacies	in	reasoning?	Incorporate	natural,	controlled	movements.	Then,	once	the	occasion	arrives,	perform	it	while	awaiting	your	turn	at	the	podium	and	just	before	you	start	your	speech.	When	a	work	is	copyrighted,	you
may	not	reproduce,	dis-	tribute,	or	display	it	without	the	permission	of	the	copyright	holder.	Reputable	websites	document	the	sources	they	use.	Audiences	we	perceive	as	negativeusually	cause	us	to	feel	more	anxious	than	those	we	sense	arepositive	or	neutral.5	But	experienced	speakers	agree	that	bycontrolling	their	nervousness	during	the
introduction,	therest	of	the	speech	goes	quite	smoothly.	These	sources	includedirect	quotations,	as	well	as	paraphrased	and	summarizedinformation — any	facts	and	statistics,	ideas,	opinions,	ortheories	gathered	and	reported	by	others.	Outlining	the	Speech 	95chapter	11Organizing	the	Bodyof	the	SpeechA	speech	structure	is	s	imple,	composed	of
just	three	basic	parts:an	introduction,	a	body,	and	a	conclusion.	•	Word	questions	carefully:	•	Avoid	vague	questions,	those	that	don’t	give	the	person	being	interviewed	enough	to	go	on.	The	first	step	is	to	consider	the	audience — h	ow	their	inter-	ests,	needs,	and	opinions	will	influence	their	responses	toward	a	given	topic,	speaker,	and	occasion.
Supporting	material	potentially	includes	the	entire	world	of	information	avail-	able	to	you — from	personal	experiences	to	every	conceivable	kind	of	external	source.	Frequencies	can	indicate	size,	describe	trends,	or	help	listeners	understand	comparisons	between	two	or	more	categories:	•	Inside	the	cabin,	the	Airbus	A380	has	room	for	at	least	525
passengers — a	nd	as	many	as	853.11	(shows	size)	•	According	to	the	Centers	for	Disease	Control	(CDC),	while	cigarette	use	has	declined	33	percent	since	2000,	the	use	of	large	cigars	has	increased	233	percent	over	this	period.12	(describes	a	trend)	•	According	to	2012	estimates	from	the	U.S.	Census	Bureau,	the	total	population	of	the	state	of
Colorado	comprised	nearly	2,700,000	males	and	2,600,000	females.13	(compares	two	categories)	USE	PERCENTAGES	TO	EXPRESS	PROPORTION 	As	infor-	mative	as	frequencies	can	be,	the	similarity	or	difference	in	magnitude	between	things	may	be	more	meaningfully	indi-	cated	in	a	percentage — the	quantified	portion	of	a	whole.	Online-Only
Publications	For	online-only	publications,	use	the	book	guidelines,	and	identify	the	publication	as	“ 	online	magazine,” “ 	online	news-	paper,” or	 “ 	online	journal.”	Example:	In	an	article	on	massive	online	open	courses	(MOOCs)	posted	on	July	23,	2013,	on	the	online	maga-	zine		Slate,	Gabriel	Kahn,	a	professor	at	the	University	of	Southern	California
and	director	of	the	Future	of	Journalism	at	Annenberg	Innovation	Lab . . .74	2 	• DevelopmentFrom	Source	to	SpeechDemonstrating	Your	Sources’	Credibilityand	AccuracyHow	Can	I	Lead	the	Audience	to	AcceptMy	Sources	as	Credible	and	Accurate?•	If	the	source	is	affiliated	with	a	respected	institution,	identify	that	affiliation.•	If	citing	a	study
linked	to	a	reputable	institution,	identify	the	institution.•	If	a	source	has	relevant	credentials,	note	the	credentials.•	If	the	source	has	relevant	real-life	experience,	mention	that	experience.In	the	following	excerpt	from	a	speech	about	becoming	asocially	conscious	consumer,	the	speaker	omits	informationabout	his	key	sources	that	would	help	convince
the	audiencethat	his	evidence	and	sources	are	trustworthy:The	force	behind	this	new	kind	of	partnership	is	called“cause	marketing.”	According	to	the	Financial	Times,	causemarketing	is	when	a	company	and	a	consumer	group—or	acharity—tackle	a	social	or	environmental	problem	and	createbusiness	value	for	the	company	at	the	same	time.	Ability
to	work	in	a	team	 3.	Common	to	all	stories	are	the	essential	elements	of	a	plot,	characters,	setting,	and	some	sort	of	time	line.	Now,	says	Calapinto,	açai	is	seen	as	a	“ 	superfruit” 	that	can	help	with	everything	from	lowering	cholesterol	to	fighting	aging	through	its	antioxidant	properties.	Interview	and	Other	Personal	Communication	Name	the
person,	source	qualifier,	and	date	of	the	interview/	communication.	As	with	questionnaires	(see	“Survey	the	Audi-ence,”	which	follows),	interviews	usually	consist	of	a	mix	ofopen-	and	closed-ended	questions.	 	Offer	ExamplesAn	example	is	a	typical	instance	of	something.	Because	paraphrases	alter	the	form	but	not	the	substance	of	another	person’s
ideas,	you	must	acknowledge	the	origi-	nal	source.	If	you	experience	heightened	anxiety	at	this	point,	consider	using	the	anxiety	stop-time	technique:	Allow	your16	1 	• Getting	Startedanxiety	to	present	itself	for	up	to	a	few	minutes	until	youdeclare	time	for	confidence	to	step	in	so	you	can	proceed	tocomplete	your	practice.3	I	experience	anxiety
before,	during,	and	after	the	speech.	Understanding	these	values	can	help	you	deliver	your	message	sensitively.	Video	icons	appear	near	sample	speeches	to	encourage	students	to	watch	the	related	video	in	LaunchPad	Solo.	Aspeaker	who	is	well	liked	can	gain	an	initial	hearing	evenwhen	listeners	are	unsure	what	to	expect	from	the	messageitself.
Political	Affiliation	As	with	religion,	beware	of	making	unwarranted	assump-	tions	about	an	audience’s	political	values	and	beliefs.	Usually	presented	as	advertising	or	publicity,	propaganda	encourages	you	to	think	or	act	according	to	the	ideological,	political,	or	commercial	perspective	of	the	message	source.	•	A	paraphrase	is	a	restatement	of
someone	else’s	ideas,	opinions,	or	theories	in	the	speaker’s	own	words.	Developing	Supporting	Material	70	9.	Do	you	use	e	xamples	they	will	recognize	and	find	relevant?	Con-	sider	consulting	these	and	other	polling	organizations:	•	Pew	Research	Center	for	the	People	&	the	Press:	p	eople	press.org	•	National	Opinion	Research	Center	(NORC):
www.norc	.uchicago.edu44	2 	• Development	•	Roper	Center	for	Public	Opinion	Research:	ropercenter	.uconn.edu	•	Gallup:	www.gallup.com	 	Analyze	the	Speech	Setting	and	ContextAs	important	as	analyzing	the	audience	is	assessing	(andthen	preparing	for)	the	setting	in	which	you	will	give	yourspeech — size	of	audience;	location;	time;	length	of
speech;and	rhetorical	situation:	1.	Each	of	theseideas	should	be	expressed	as	a	main	point.Restrict	the	Number	of	Main	PointsResearch	indicates	that	audiences	are	most	comfortable	tak-ing	in	between	two	and	seven	main	points.1	For	most	speeches,and	especially	those	delivered	in	the	classroom,	between	twoand	five	main	points	should	be
sufficient.	However,	do	keep	a	running	list	of	source	details	for	a	bibliography	to	appear	at	the	end	of	your	speech	draft	or	outline.	The	soldier	knows	the	story	contains	inaccuracies	because	the	soldier	was	there.	If	you	have	only	one	subpoint,	considerhow	you	might	incorporate	it	into	the	superior	point.	Check	for	sense	1.	•	Relate	the	topic	to
familiar	issues	and	ideas	about	which	they	already	hold	positive	attitudes.	•	Establish	a	time	limit	for	the	interview	and	stick	to	it.	Skill	in	written	communication	 4.	Resources	for	Students	and	Instructors	For	more	information	on	student	resources	or	to	learn	about	package	options,	please	visit	the	Macmillan	online	catalog	at
macmillanhighered.com/pocketspeak/catalog.	Gender	Gender	is	another	important	factor	in	audience	analysis,	if		only	as	a	reminder	to	avoid	gender	stereotyping.	A	speech	exhibits	coherence	when	it	is	organ	ized	clearlyand	logically,	using	the	principles	of	coordination	and	subor-dination	to	align	speech	points	in	order	of	importance	(see“Principles
of	Coordination	and	Subordination,”	below).	To	brainstorm	by	word	association,	write	down	one	topic	that	might	interest	you	and	your	listeners.	To	be	fair	to	audience	members	avoid	misrepresenting	the	truth	by	offer-	ing	only	one-sided	data.	I	also	calm	myself	down	by	saying,	“ Every-	thing	will	be	okay,	and	the	world	is	not	going	to	crumble	before
me	if	I	mess	up.”	Jenna	Sanford,	student	Go	to	LaunchPad	Solo	to	listen	to	the	Relaxation	Audio	download	at	macmillanhighered.com	/pocketspeak5e	 	Use	Movement	to	Minimize	Anxiety	During	delivery,	you	can	use	controlled	movements	with	your	hands	and	body	to	release	nervousness.	Occupational	interests	often	are	tied	to	other	areas	of	social
concern,	such	as	politics,	the	economy,	education,	and	social	reform.	EDUCATION 	Level	of	education	strongly	influences	p	eople’s	perspectives	and	range	of	abilities.	For	a	brief	first	speech,	how-	ever,	gather	what	information	you	can	about	the	audience	in	the	time	allotted.	External	dis	tractions	can	originate	outside	of	us,	in	the	environment,
while	internal	distractions	occur	with	our	own	thoughts	and	feelings.30	1 	• Getting	Started	CHEC	K	L	I	S	TDealing	with	Distractions	While	Deliveringa	Speech	Problem:	Passing	distractions	(chatting,	entry	of	latecomers)	Solution:	Pause	until	distraction	recedes	Problem:	Ongoing	noise	(construction)	Solution:	Raise	speaking	volume	Problem:
Sudden	distraction	(collapsing	chair,	falling	object)	Solution:	Minimize	response	and	proceed	Problem:	Audience	interruption	(raised	hand,	pro-	longed	comment)	Solution:	Acknowledge	audience	reaction	and	either	follow	up	or	defer	response	to	conclusion	of	speech.	Assessed	the	audience’s	level	of	knowledge	about	the	topic?	If	you	find	yourself
feeling	anxious	during	this	stage,	immerse	yourself	in	the	speech’s	preparation	but	calm	your	nerves	by	taking	short,	relaxing	breaks	to	regain	your	confidence	and	focus.	Are	my	questions	relevant	to	the	purpose	of	my	speech?	In	any	listening	situation,	including	that	of	listening	to	speeches,	try	to	identify	and	overcome	common	obstacles.	Recruiters
of	recent	graduates	report	that	what	distinguishes	the	most	sought-after	candidates	is	not	the	“ 	hard” 	knowledge	of	their	majors,	which	employers	take	for	granted,	but	the	“soft”	skills	of	superior	communication,	which	fewer	candidates	display.2	Similarly,	dozens	of	surveys	of	managers	and	executives	reveal	that	ability	in	oral	and	written
communication	is	among	the	most	important	skills	they	look	for	in	new	hires.	It	will	be	an	impor-tant	guide	in	developing	your	speech.	Have	I	identified	what	I	want	the	audience	to	gain	from	the	speech — the	specific	speech	purpose?	Enhance	Your	Career	as	a	Student	Preparing	speeches	calls	upon	numerous	skills	that	you	can	apply	in	other	college
courses.	Expanded	coverage	in	two	chapters	includes	an	over-	view	of	classical	and	contemporary	approaches	(Chapter	23,“Principles	of	Persuasive	Speaking”),	and	the	building	blocks	of	argument	and	tools	of	reasoning	(Chapter	24,x	• 	Preface	“Constructing	the	Persuasive	Speech”).	First	level	of	subordination	1.	As	in	the	speech	class,	many
courses	also	require	that	you	research	and	write	about	topics,	analyze	audiences,	outline	and	organize	ideas,	and	support	claims.These	and	other	skill	sets	covered	in	this	pocket	guide,	such	as	working	with	presentation	media	and	controlling	voice	and	body	during	delivery,	are	valuable	in	any	course	that	includes	an	oral-presentation	component,
from	Eng	lish	composition	to	engineering.	Vague	questions	waste	the	interviewee’s	time	and	reflect	the	interview-	er’s	lack	of	prepa	ration.	Ethical	speakers	avoid	arguments	that	target	a	person	instead	of	the	issue	at	hand	(ad	hominem	attack)	or		that	are	built	upon	other	fallacies	of	reasoning	(see	Chapter	23).22	1 	• Getting	Started	 	Use	Your
Rights	of	Free	Speech	ResponsiblyThe	United	States	vigorously	protects	free	speech — definedas	the	right	to	be	free	from	unreasonable	constraints	onexpression6 — thereby	assuring	protection	both	to	speakerswho	treat	the	truth	with	respect	and	to	those	whose	wordsare	inflammatory	and	offensive.	Hereyou	will	find	the	tools	you	need	to	help	you
prepare	anddeliver	a	wide	range	of	speeches	and	presentations.	This	can	be	especially	useful	if	you’re	looking	forsomething	specific	and	you	know	the	term	for	it.	Developing	the	Introduction	and	Conclusion	126	15.	The	most	important	part	of	an56	2 	• Developmentanecdote	is	the	moral — t	he	lesson	the	speaker	wishes	to	con-vey.6	For	e	xample,	in
a	speech	to	students	at	Maharishi	Uni-versity,	comedian	Jim	Carrey	talked	about	how	his	father’sfear	of	being	impractical	led	him	to	become	an	accountantinstead	of	the	comedian	he	wanted	to	be.This	spurred	Carreyto	take	another	path:	So	many	of	us	choose	our	path	out	of	fear	disguised	as	prac-	ticality. . . . I	learned	many	great	lessons	from	my
father,	not	the	least	of	which	was	that	you	can	fail	at	what	you	don’t	want,	so	you	might	as	well	take	a	chance	on	doing	what	you	love.7	 	Draw	on	TestimonyConsider	quoting	or	paraphrasing	p	eople	who	have	an	inti-mate	knowledge	of	your	topic.	Withinthe	body	of	the	speech	itself,	main	points	should	support	thethesis	statement,	and	supporting
points	should	enlarge	uponthe	main	points.	Information	is	neutral	unto	itself	but	is	subject	to	manipulation,	for	purposes	both	good	and	bad.	Learn	more	about	custom	options	at	macmillanhighered.com/catalog	/page/custom-solutions.	Speech	Topic:	General	Speech	Service	learning	courses	Purpose:	To	persuade	Specific	Speech	Purpose:	To	persuade
my	audience	that	serv	ice	learning	courses	are	beneficial	for	gain-	Thesis	ing	employment	after	schooling.	Finding	Credible	Sources	in	Print	and	Online	10.	If	summarizing	someone	else’s	ideas,	briefly	describe	their	essence	and	acknowledge	the	source.5 	• Listeners	and	Speakers	27	 	Fair	Use,	Copyright,	and	Ethical	Speaking	Copyright	is	a	legal
protection	afforded	the	creators	of	origi-	nal	literary	and	artistic	works.13	When	including	copyrighted	materials	in	your	speeches,	you	must	determine	when	and	if	you	need	permission	to	use	such	works.	Secondary	sources	can	help	listeners	put	the	topic	in	perspective.	Later,we	discover	we	missed	important	information.	Now	one	more	deep
breath . . . h	old	it . . . a	nd	release	it	slowly . . . and	begin	your	normal	breathing	pattern.	For	listeners,	thismeans	maintaining	an	open	mind	and	listening	with	empa-thy.10	For	the	speaker,	this	means	approaching	a	speech	notas	an	argument	that	must	be	“ won,” 	but	as	an	opportunityto	achieve	understanding	with	audience	members.	Available	online
as	part	of	your	library’s	electronic	holdings,	for	each	topic	they	include	an	overview	and	assessment	of	the	current	situation,	pro/con	statements	from	representatives	of	opposing	positions,	and	bibliogra-	phies	of	key	sources.	Two	other	factors	are	critical	to	consider	when	prepar-ing		and	delivering	a	speech — context	and	goals.	For	example,	it	is
common	knowl-edge	that	in	March	2011	a	massive	earthquake	in	Japan	trig-gered	a	tsunami.	In	Mexico,	group	loyalty,	cyclical	time,	and	fatalism,	among	others,	as	cultural	values.15	Becoming	familiar	with	differ-	ences,	as	well	as	points	of	sameness,	in	values	will	help	you	to	anticipate	and	appeal	to	the	values	of	your	audience	members.	68–69.
Example:	According	to	Literary	Market	Place	2015,	the	fore-	most	guide	to	the	U.S.	book	publishing	industry,	Karen	Hallard	and	her	coeditors	report	that . . .	Question-and-Answer	Sessions	305	C.	Today,	the	term	public	forum	denotes	a	variety	of	venues	for	the	discussion	of	issues	of	public	interest,	including	traditional	physical	spaces	such	as	town
halls	as	well	as	virtual	forums	streamed	to	listeners	online.	Your	Voice	in	Delivery	144	18.	A	Pocket	Guide	to	Public	Speaking	is	available	in	PDF	e-book	formats	for	use	on	computers,	tablets,	and	e-readers.	•	Focus	on	asking	neutral	questions,	those	that	don’t	lead	the	interviewee	to	a	desired	response.	Develop	an	Effective	Oral	Style	Although	public
speaking	has	much	in	common	with	every-	day	conversation	and	with	writing,	a	speech	is	a	unique	form	of	communication	characterized	by	an	oral	style	of	language.6	1 	• Getting	StartedSpoken	language	is	simpler,	more	rhythmic,	more	repeti-tious,	and	more	interactive	than	either	conversation	or	writ-ing.7	Effective	speakers	use	familiar	words
and	easy-to-followsentences.	My	88-year-old	father	who	needed	a	hip	replacement	got	it — 	the	week	it	was	discovered	that	he	needed	it.	•	Customize	A	Pocket	Guide	to	Public	Speaking.	Distinct40	2 	• Developmentfrom	the	fixed	physical	characteristics	of	biological	sex,g	ender	is	our	social	and	psychological	sense	of	ourselves	asmales	or	females.12
Making	assumptions	about	the	prefer-ences,	abilities,	and	behaviors	of	your	audience	membersbased	on	their	presumed	gender	can	seriously	underminetheir	receptivity	to	your	message.	SlideShare	uses	cookies	to	improve	functionality	and	performance,	and	to	provide	you	with	relevant	advertising.	See	our	User	Agreement	and	Privacy	Policy.
Websites	that	do	not	have	this	information	may	contain	outdated	or	inaccurate	m	ater	ial.NASA	9 	• 	Finding	Credible	Sources	in	Print	and	Online	69	Check	That	the	Site	Credits	Trustworthy	Sources	5	Check	that	the	website	documents	its	sources.	Stating	the	main	points	in	parallel	form	is	one	aspectof	balance.	It	then	has	the	potential	to	become
propaganda,	misin-	formation,	or	disinformation.	Refrain	from	Multitasking	You	cannot	actively	listen	well	while	multitasking.	Nor	are	statistics	necessarily	any	more	accurate	than	the	human	who	collected	them.	Qualify	the	Source	A	s	imple	and	straightforward	way	to	demonstrate	a	source’s	credibility	is	to	include	a	brief	description	of	the		source’s
qualifications	to	address	the	topic	(a	“source	qualifier”),	along	with	your	oral	citation	(e.g.,“researcher	at	Duke	Can-	cer	Institute,”	 “ columnist	for	the	Wall	Street	Journal”).	After	that,	unless	extended,	the	work	falls	into	the	public	domain,	which	means	anyone	may	reproduce	it.	In	classroomspeeches,	the	context	would	include	(among	other
things)recent	events	on	campus	or	in	the	outside	world,	the	physicalsetting,	the	order	and	timing	of	speeches,	and	the	culturalorientations	of	audience	members.	It	offers	creators	six	types	of	licenses,	three	of	which	are	perhaps	most	relevant	to	students	in	the	classroom:	attribution	(lets	you	use	the	work	if	you	give	credit	the	way	the	author
requests);	noncommercial	(lets	you	use	the	work	for	noncommercial	purposes	only);	and	no	derivative	works	(lets	you	use	only	verbatim — e	xact — v	ersions	of	the	work).	Do	you	avoid	speech	that	demeans	those	with	whom	you	disagree?	•	Briefly	offer	a	positive	summary	of	important	things	you	learned	in	the	interview.	Who	else	will	be	speaking?	•
Every	point	must	be	supported	by	at	least	two	points	or	none	at	all	(consider	how	to	address	one	“ 	dangling”	point	by	including	it	in	the	point	above	it).84	3 	• OrganizationQUICK	TIPSpend	Time	Organizing	Speech	PointsDon’t	skimp	on	organizing	speech	points.	Is	the	date	current?	Delivering	Group	Presentations	225	29.	Technical	Courses	33.	•
Offer	solid	evidence	from	sources	they	are	likely	to	accept.	The	recipient	of	the	source’s	message	is	the	receiver,	or		audience;	interpreting	the	message	is	called	decoding.	Librarians	track,	sort,	and	organize	the	millions	of	articles	and	book	titles,	both	print	and	electronic,	competing	for	your	attention.	Visualize	success.	Could	be	misinterpreted
Principles	of	Coordination	and	Subordination	•	Assign	equal	weight	to	ideas	that	are	coordinate.	Initiative	 9.	And	over	46	percent	said	that	they	were,	andI’m	quoting	here	from	the	survey	question,	“willing	to	pay	morefor	goods	and	s	erv	ices	from	companies	that	are	giving	back.”10 	• Citing	Sources	in	Your	Speech	75	1	The	speaker	states	the	date
of	the	study	in	cause	mar-	keting	and	shows	that	it	is	relatively	recent	research.	At	least	a	dozen	major	religious	traditions	coexist	in	the	United	States.11	Not	all	members	of	the	same	religious	tradition	will	agree	on	all	issues.	•	Do	you	aim	primarily	to	educate	or	inform	listeners	about	your	topic?	•	Memory	is	the	practice	of	the	speech	until	it	can	be
deliv-	ered	artfully.	Forexample,	you	might	state	that	“Caffeine	can	cause	actualintoxication”	and	provide	evidence	to	back	it	up	beforerevealing	the	source(s)	of	it —“ A	chief	source	for	this	argu-ment	is	a	report	in	the	July	5,	2015,	issue	of	the	New	EnglandJournal	of	Medicine. . . .”	 	Types	of	Sources	and	Sample	Oral	CitationsFollowing	are	common
types	of	sources	cited	in	a	speech,	thespecific	citation	elements	to	mention,	and	e	xamples	of	howyou	might	refer	to	these	elements	in	a	presentation.	The	general	purpose	of	an	informa-	tive	speech	is	to	increase	the	audience’s	awareness	and	understanding	of	a	topic	by	defining,	describing,	explaining,	or	demonstrating	knowledge	of	the	subject.7 	• 
Selecting	a	Topic	and	Purpose	49	•	Is	your	goal	to	influence	listeners	to	accept	your	posi-	tion	on	a	topic	and	perhaps	to	take	action	(e.g.,	“ 	only	eat	wild	salmon”)?	 	Features	A	Pocket	Guide	to	Public	Speaking	addresses	all	of	the	topics	and	skills	typically	covered	in	an	introductory	speech	text.	Blogs	and	Social	News	Sites	Blogs	and	social	news	sites
can	be	important	sources	of	infor-	mation	of	unfolding	events	and	new	trends	and	ideas,	if	the	source	is	reputable.	Lundberg;	The	Essen-	tial	Guide	to	Presentation	Software,	Second	Edition,	by	Allison	Joy	Bailey	and	Rob	Patterson;	The	Essential	Guide	to	Intercultural	Communication	by	Jennifer	Willis-Rivera;	The	Essential	Guide	to	Interpersonal
Communication,	Sec-	ond	Edition,	by	Dan	O’Hair	and	Mary	O.	For	e	xample,	will	learning	about	your	topic	in	some	way	benefit	listeners?	LearningCurve	LearningCurve	is	an	online	learning	tool	that	adapts	to	what	you	already	know	and	helps	you	learn	the	topics	that	you	need	to	practice.	Gauge	Listeners’	Feelings	toward	the	Occasion	Depending	on
the	circumstances	calling	for	the	speech,	p	eople	will	bring	different	sets	of	expectations	and	emotions	to	it.	Example:	An	advertisement	to	conserve	energy	Misinformation	Something	that	is	not	true.	Individual	audience	analysis	is	always	the	first	step	when	seeking	to	learn	about	an	audience.	Are	the	supporting	points	truly	subordinate	to	the	main
points?	Research	shows	that	you	can	counteract	these	sensa-tions	by	activating	a	relaxation	response11	using	techniquessuch	as	meditation	and	controlled	breathing.Briefly	MeditateYou	can	calm	yourself	considerably	before	a	presentationwith	this	brief	meditation	exercise:	1.	Further,	search	engines	such	as	Google	cannot	differentiate	quality	of
information;	only	a	human	editor	can	do	this.	If	this	form	of	anxiety	affects	you,	start	very	early	using	the	stress-reducing	techniques	described	later	in	this	chapter.	Third	level	of	subordination	b.	•	Use	active	listening	strategies	(see	Chapter	5):	•	Don’t	break	in	when	the	subject	is	speaking	or	inter-	ject	with	leading	comments.	Notice,	too,	that	in
bothexamples,	after	you	read	the	thesis	you	find	yourself	asking“Why?”	or	thinking	“Prove	it!”This	will	be	accomplished	bythe	evidence	you	give	in	the	speech	points	(see	Chapter	11).chapter	8Developing	Supporting	MaterialGood	speeches	contain	relevant,	motivating,	and	audience-centered	supporting	mat	er	ial	in	the	form	of	examples,	sto-ries,
testimony,	facts,	and	statistics.	Knowing	where	audience	members	fall	in	relation	to	audience	demographics	will	help	you	identify	your	target	audience — those	individuals	within	the	broader	audience	whom	you	are	most	likely	to	influence	in	the	direction	you	seek.You	may	not	be	able	to	please	everyone,	but	you	should	be	able	to	establish	a
connection	with	your	target	audience.	Trustworthy	speakers	support	their	points	truth-	fully	and	don’t	offer	misleading	or	false	information.	(See	pp	183–84.)	•	Consider	multiple	perspectives.	Embraced	as	a	“ 	superfruit” — a	potent	combination	of	cholesterol-reducing	fats	and	anti-aging	antioxidants — a	çai	became	one	of	the	fastest-growing	foods	in
history. . . .”	Compare	the	original	version	of	the	excerpt	to	how	it	could	be	properly	quoted,	paraphrased,	or	summarized	in	a		speech.	Use	ISBN:	978-1-4576-7040-4.	On	the	contrary,	audience	members	will	welcomeinformation	that	adds	backing	to	your	assertions.The	key	is	toavoid	a	formulaic,	or	mechanical,	delivery.	Every	speech	will	suggest	a
different	mix	ofsources,	so	before	beginning	your	search,	reflect	on	whatmight	work	best	for	your	particular	rhetorical	situation.	Revised	Chapters	19–21	show	students	how	to	create	and	deliver	effective	pre-	sentations	while	avoiding	technical	glitches.	Student	Council	(8–10	p	eople):	•	Mixed	demographic	char-	acteristics	•	Similar	interests:	govern-
ment,	maintaining	a	rich	campus	life,	an	investment	in	ethics	and	the	honor	code,	and	an	interest	in	keeping	student	affairs	within	budget	Manfred	Rutz/The	Image	Bank/	Getty	Images	4	Jenny	eliminates	puppy	mills — though	the	student	council	may	agree	that	the	mills	are	harmful,	they	are	not	in	a	position	to	directly	address	the	problem.	If
paraphrasing	someone	else’s	ideas,	restate	the	ideas	in	your	own	words	and	acknowledge	the	source.	They	use	spe-	cific	anxiety-reducing	techniques,	described	in	this	chapter,	to	help	them	cope	with	and	minimize	their	tension.14	1 	• Getting	Started	I	focus	on	the	information	rather	than	being	graded.	Needs	to	distinguish	from	spam	B.	Make	sure
to	assess	the	credibility	of	each	site,	whether	it	is	operated	by	an	indi-	vidual,	a	company,	a	government	agency,	or	a	nonprofit	group.	— Paige	Mease,	studentPerformance	AnxietyFor	most	people,	anxiety	is	highest	just	as	a	speech	begins.4Performance	anxiety	usually	is	most	pronounced	duringthe	introduction	of	the	speech	when	we	are	most	aware
ofthe	audience’s	attention.	Subject	line	most	important,	yet	neglected	part	of	e-mail	A.	Original	Açai	was	virtually	unknown	outside	Brazil	until	Version:	10	years	ago,	when	Ryan	and	Jeremy	Black,	two	brothers	from	Southern	California,	and	their	friend	Edmund	Nichols	began	exporting	it	to	the	United	States.	P	eople	of	the	same	generation	often
share	a		familiarity	with	significant	individuals,	local	and	world	events,	noteworthy	popular	culture,	and	so	forth.	Now	you	see	yourself	standing	or	sitting	in	the	room	where	you	will	present	your	speech,	talking	very	comfort-	ably	and	confidently	with	others	in	the	room.	The	general	purpose	of	the	persuasive	speech	is	to	effect	some	degree	of	change
in	the	attitudes,	beliefs,	values,	and	behaviors	of	audience	members.	For	e	xample,	instead	of	citing	the	actual	number	ofpersons	belonging	to	Facebook	worldwide	(over	1.5	billionand	counting),	use	a	s	imple	ratio	to	drive	home	the	compa-ny’s	enormous	reach:	“ 	Today,	at	least	38	percent	of	peoplein	the	world	has	a	Facebook	account,	roughly	the
populationof	China.”15USE	Types	of	AVERAGES	ACCURATELY 	An	averagedescribes	information	according	to	its	typical	characteristics.Usually	we	think	of	the	average	as	the	sum	of	the	scoresdivided	by	the	number	of	scores.	Examples	to	illustrate,	describe,	or	represent	your	ideas?	Consider	the	following	case	study.A	Case	StudyJenny	is	a	member
of	the	campus	animal	rights	club	and	astudent	in	a	public	speaking	class.	•	Being	civic-minded	means	caring	about	your	commu-	nity,	in	word	and	deed.	That	preference	extends	to	other	matters,	too:	they	prefer	to	work	for	these	companies	(62%),	and	invest	in	these	companies	(59%).	Try	waiting	for	the	speaker	to	fin-ish	before	devising	your	own
arguments.Beware	of	Lazy	and	Overconfident	ListeningLaziness	and	overconfidence	can	manifest	themselves	inseveral	ways:	We	may	expect	too	little	from	speakers,	ignoreimportant	information,	or	display	an	arrogant	attitude.	2	She	eliminates	animal	adoption	because	it	may	not	be	feasible	for	many	students.	Germans	tended	toward	action-oriented
listening,	Israelis	displayed	a	content-oriented	style,	and	Americans	exhibited	both	p	eople-	and	time-oriented	styles.	Direct	quotes	should	always	be	acknowledged	in	a	speech.	If	three	or	more	authors,	state	first	and	last	name	of	first	author	and	“coauthors.”	Example:	In	the	book	1948:	The	First	Arab-Israeli	War,	pub-	lished	in	2008,	noted	Israeli
historian	Benny	Morris	claims	that . . .	Quick	Tip	Listen	Responsibly	As	listeners,	we	are	ethically	bound	to	refrain	from	disruptive	and	intimidating	tactics — s	uch	as	heckling,	name-calling,	or	interrupting — that	are	meant	to	silence	those	with	whom	we	disagree.	Then	he	goes	to	class	until	2	o’clock.	The	online	instructor’s	manual	is	prepared	by
Karin	Becker,	University	of	North	Dakota;	Paula	Baldwin,	George	Mason	University;	Elaine	Wittenberg-Lyles,	University	of	North	Texas;	and	Melinda	M.	Spoken	language	also	is	often	more	interactive	and	inclu-sive	of	the	audience	than	written	language.	Are	my	questions	free	of	bias	or	hostile	intent?	The	LaunchPad	Solo	features	“Needs
Improvement”clips	to	help	students	recognize	and	avoid	common	pitfalls	in	their	own	speeches.	The	medium	through	which	the	speaker	sends	a	message	is	the	channel.	Refrain	from	judging	a	speaker	on	the	basis	of	his	or	her	accent,	appearance,	or	demeanor;	focus	instead	on	what	is	actually	being	said.	First,	consider	the	speech	occasion	and
reason	for	speaking.	Are	controversial	questions	reserved	until	the	end	of	the	interview?	CHEC	K	L	I	S	TReviewing	Main	and	Supporting	Points	Do	the	main	points	flow	directly	from	the	speech	goal	and	thesis?	3	The	speaker	directly	quotes	from	the	source	instead	of	paraphrasing,	which	provides	stronger	evidence	and	further	credits	the	argument.	3
Volunteering	at	an	animal	shelter	is	an	option	for	all	ani-	mal	lovers,	even	those	who	are	not	allowed	to	have	pets	on	campus.	The	lowest	level	of	sharedmeaning	exists	when	the	speaker	has	merely	caught	the	audi-ence’s	attention.	Keep	your	personal	identifying	digital	and	print	information	secure.	Organizing	the	Body	of	the	Speech 	8012.	For	both
presentations,	Jenny	plans	to	speak	on	thebroad	topic	of	animal	rights.	Draw	on	Conversational	Skills	In	several	respects,	planning	and	delivering	a	speech	resem-	bles	engaging	in	a	particularly	important	conversation.	Reference	Work	For	a	reference	work	(e.g.,	atlas,	directory,	encyclopedia,	almanac),	note	title,	date	of	publication,	author	or
sponsoring	organization,	and	source	qualifier.	For	ideas,	consult	your	favorite	print	or	onlinepublications.	Consider	some	demographic	characteristics:	ratio	of	males	to	females,	age	ranges,	cultural	background,	and	socioeconomic	status.	(See	Chapter	9,	pp.	Audience	analysis	is	key	to	discovering	and	planning	for	these	differences	(see	Chapter	6).
Preparing	Online	Presentations	218	27.	Preparation	pres-	sures	produce	a	cycle	of	stress,	procrastination,	and	outright	avoidance,	all	of	which	contribute	to	preparation	anxiety.	Corlin	offers	the	following	brief	e	xample	to	illustratewhat	American	medicine	can	do:	We	often	hear	about	the	problems	of	the	American	health	care	delivery	system,	but	just
think	what	it	can	do.	See	macmillanhighered.com/ebooks	to	learn	more.	Audience	members	decode	the	meaning	of	the	message	selectively,	based	on	their	own	experiences	and	attitudes.	Secondary	sources	provide	analysis	or	commentary	about	things	not	directly	observed	or	created.These	include	the	vast	world	of	news,	commentary,	analysis,	and
scholarship	found	in	books,	articles,	and	a	myriad	of	sources	other	than	the	original	(see	below).	•	We	pay	attention	to	information	that	touches	our	experi-	ences	and	backgrounds.	Thus	you	need	to	decide	whether	your	goal	is	simply	to	give	your	audience	information	about	the	topic,	to	convince	them	to	accept	one	position	to	the	exclu-	sion	of	other
positions,	or	to	mark	a	special	occasion	such	as	a	wedding,	a	funeral,	or	an	awards	event.	II.	Be	aware,	however,	that	people	rarely	respond	to	perspectives	opposed	to	their	core	values,	so	plan	speeches	on	such	topics	carefully	using	audience	analysis	(see	Chapter	6).	A	speech	that	contains	both	primary	and	secondary	sources	can	be	more
compelling	and	believable	than	one	that	relies	on	one	source	type	alone.	Selecting	an	Organizational	Pattern	109	13.	It	is	at	this	stage	that	you	can	delveinto	your	subject,	sift	through	sources,	and	select	relevantand	audience-centered	m	aterial	to	support	your	thesis	andspeech	points.	Becoming	a	Public	Speaker 	22.	chapter	3	Managing	Speech
Anxiety	Contrary	to	what	most	of	us	think,	feeling	nervous	about	giv-	ing	a	speech	is	not	only	normal	but	desirable.	Survey	Grassroots	Issues:	Engage	the	Community	Audience	members	respond	with	interest	to	local	issues	that	may	affect	them	directly.	•	Chapter	3,	“Managing	Speech	Anxiety,”	provides	tech-	niques	that	will	help	you	overcome	any
fears	of	public	speaking	you	may	have.For	more	on	specific	types	of	speeches,	consult	Chapters22–25	in	Part	7	on	informative,	persuasive,	and	s	pecial	occa-sion	speeches,	or	the	appropriate	chapter	in	Part	8	or	Part	9.Other	Useful	ToolsCITATION	GUIDELINES.	If	this	pre-performance	anxiety	is	strong	enough,	some	may	even	decide	to	stop
rehearsing.	Note	how	a	speaker	could	paraphrase	and	summarize,	with	credit,	the	following	excerpt	from	an	a	rticle	published	in	the	New	Yorker	titled“Strange	Fruit:	The	Rise	and	Fall	of	Açai,”by	John	Calapinto.	West	Texas	boasts	its	own	Grand	Canyon.	•	Enhance	your	own	authority.	Thebody	of	a	speech	should	always	be	the	longest	part,	and
theintroduction	and	conclusion	should	be	of	roughly	the	samelength.	It	con-cisely	expresses	what	the	speech	will	attempt	to	demonstrateor	prove.	All	of	this	is	about	to	be	destroyed	by	irrespon-	sible	development.5	Gauge	Listeners’	Feelings	toward	the	Topic	Consideration	of	the	audience’s	attitudes	(and	beliefs	and	values)	about	a	topic	is	key	to
offering	a	speech	that	will	reso-	nate	with	them	(see	Chapter	7).	 	Use	a	Library	Portal	to	Access	Credible	SourcesEasy	access	to	the	Internet	may	lead	you	to	rely	heavily	oreven	exclusively	on	sources	you	find	through	popular	searchengines	such	as	Google	and	Bing.	For	example,	oral	communication	skills	consistently	rank	in	the	top	spots	among
such	critical	areas	as	leadership,	teamwork,	problem-solving,	analytic	and	technical	skills,	and	work	ethic.	•	Style	is	the	way	the	speaker	uses	language	to	express	the	speech	ideas.	Third	level	of	subordination	As	your	speeches	become	more	detailed,	you	will	need	toselect	an	appropriate	organizational	pattern	(see	Chapters	12and	24).You	will	also
need	to	familiarize	yourself	with	devel-oping	both	working	and	speaking	outlines	(see	Chapter	13).To	allow	for	the	full	development	of	your	ideas,	working	out-lines	generally	contain	points	stated	in	close-to-complete3 	• Managing	Speech	Anxiety	13	sentences.	Have	I	noted	the	date	of	the	source?	When	was	the	information	posted,	and	is	it	timely?”
(See	“From	Source	to	Speech:	Evaluating	Web	Sources,”pp.	People	are	also	interested	in	what	other	p	eople	in	their	communities	are	doing.	E-readings	E-readings	offer	additional	and	useful	online	content,	includ-	ing	a	complete	tutorial	on	how	to	create	presentation	aids	using	Microsoft	PowerPoint,	Prezi,	and	Apple	Keynote.	If	the	topic	is	new	to
listeners,	•	Start	by	showing	why	the	topic	is	relevant	to	them.	It	is	easier	(though	not	s	imple)	to	spark	interest	in	an	indifferent	audience	than	it	is	to	turn	negative	attitudes	around.	These	brief	yet	comprehensive	and	affordable	print	booklets	focus	on	a	range	of	topics	and	are	designed	to	supplement	a	main	text	in	a	public	speaking	course.	A	blog	is
a	site	containing	journal-type	entries	maintained	by	individuals	or	groups	in	which	newest	entries	appear	first.	Does	each	main	point	and	supporting	point	focus	on	a	single	idea?	•	Dyadic	communication	happens	between	two	p	eople,	as	in	a	conversation.	Practice	natural	gestures,	such	as	holding	up	your	index	finger	when	stating	your	first	main
point.	Likewise,	avoid	loaded	questions,	those	that	are	phrased	to	reinforce	the	interviewer’s	agenda	or	that	have	a	hostile	intent	(e.g.,	“Isn’t	it	true	that	you’ve	never	supported	school	programs?”).	For	example,	in	the	summer	of	2014,	rumors	circulated	that	the	Ebola	virus	had	mutated	and	become	airborne	when	in	fact	it	had	not.	Given	how
pervasively	income	affects	people’s	life	experiences,	insight	into	this	aspect	of	an	audience’s	makeup	can	be	quite	important.	•	Tell	stories	with	vivid	language	that	reinforce	listeners’	attitudes.7If	listeners	are	a	captive	audience,	•	Motivate	listeners	to	pay	attention	by	stressing	what	is	most	relevant	to	them.	It	is	also	a	skill	that	shares	much	in
common	withother	familiar	activities,	such	as	conversing	and	writing,	and1 	• 	Becoming	a	Public	Speaker	5	Quick	tip	Voice	Your	Ideas	in	a	Public	Forum	The	Greeks	called	it	the	agora;	the	Romans	the	forum.	This	will	allow	the	audience	to	put	the	source	in	perspective.	Example:	On	July	17,	2014,	in	Congressional	testimony	before	the	U.S.	Senate
Foreign	Relations	Committee,	T	homas	A.	•	Give	good	reasons	for	developing	a	positive	attitude	toward	the	topic.6If	listeners	hold	positive	attitudes	toward	the	topic,	•	Stimulate	the	audience	to	feel	even	more	strongly	by	emphasizing	the	side	of	the	argument	with	which	they	already	agree.	Shared	meaning	is	the	mutual	understanding	of	a
messagebetween	speaker	and	audience.	 	Provide	Facts	and	StatisticsMost	people	(especially	in	Western	society)	require	sometype	of	evidence,	usually	in	the	form	of	facts	and	statistics,before	they	will	accept	someone	else’s	claims	or	position.108 	• Developing	Supporting	Material	57	Facts	represent	documented	occurrences,	including	actual
events,	dates,	times,	p	eople,	and	places.	Thus	being	aware	of	the	generational	identity	of	your	audience,	such	as	the	Baby	Boomers	(those	born	between	1946	and	1964),	mil-	lennials	(those	born	between	1980	and	1999),	or	Genera-	tion	Z	(those	born	since	2000),	allows	you	to	develop	points	that	are	relevant	to	the	experiences	and	interests	of	the	‐
widest	possible	cross	section	of	your	listeners.	Public	speakers	address	audiences	largely	without	interruption	and	take	responsibility	for	the	words	and	ideas	being	expressed.	But	she	must	narrow	this	topicconsiderably	to	fit	each	audience	and	speech	occasion.	Thus,audience	analysis	should	factor	in	your	choice	of	sources.	It	describes	what	the
audience	will	learn.	Have	I	offered	the	title	or	description	of	the	source?	 	Learning	to	Speak	in	PublicNone	of	us	is	born	knowing	how	to	deliver	a	successful	speech.Instead,	public	speaking	is	an	acquired	skill	that	improves	withpractice.	The	chest	and	shoulders	rise,	and	youfeel	out	of	breath.	•	Delivery	is	the	vocal	and	nonverbal	behavior	you	use
when	speaking.	Ifyour	speech	explores	the	NBA	draft,	start	with	the	NBA’s	offi-cial	website.	Wiemann;	and	The	Essential	Guide	to	Group	Communication,	Second	Edi-	tion,	by	Dan	O’Hair	and	Mary	O.	In	Part	8,“Online,	Group,	and	Business	Contexts,”	you’ll	find	usefulinformation	on	preparing	online	presentations,	communicat-ing	and	speaking	in
groups,	and	interacting	in	the	workplace.In	Part	9,	“Speaking	in	Other	College	Courses,”	you’ll	finddetailed	directions	for	speaking	in	a	range	of	college	classesincluding	courses	in	the	social	sciences,	arts	and	humanities,	vvi	• 	How	to	Use	the	Book	and	Digital	Resourceseducation,	science	and	mathematics,	engineering	and	archi-tecture,	and	nursing
and	allied	health.GLOSSARY.	I.	Nursing	and	Allied	Health	Courses	264	266Appendices	270	A.	Also	new	to	this	edition	is	a	sample	special	occasion	speech:	President	Obama’s	moving	eulogy	for	Nelson	Mandela.	Some	people	avoid	anything	that	smacks	of	politics	while	others	enjoy	a	lively	debate.	Part	6	includes	three	chapters	about	presentationaids
and	how	to	use	them	effectively.	Robbin	D.	•	Indicate	subordinate	points	by	their	indentation	below	the	more	important	points.	SlideShare	uses	cookies	to	improve	functionality	and	performance,	and	to	provide	you	with	relevant	advertising.	If	itdoes,	split	it	into	two	(or	more)	main	points:	Incorrect:	I.	The	less	we	know	about	something,	the	more	indif-
ferent	we	tend	to	be.
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