COM 101 Public Speaking
Class Notes -- Day 1

| nt r oducti ons:

A Introduction to professor
1. Nane
2. Professional background
3. Personal background

B. Introduction to text

C. Introduction to cl ass

1. Syll abus
a. Course rationale
b. Course delivery
c. Gaded units
d. Professor expectations

2. Course cal endar
D. Introduction to classnates
D scussion rel evant to public speaki ng apprehension.

D scuss past students' public speaking obligations [see
list]

D scuss select itens fromethics |ist.

Apprise students of class notes on reserve in library and on
the web: http://bliss.unpi.naine. edu/ ~petress/index. ht m

a. class notes your profes sor brings to class _
b. additional non-text itens for referencel/di scussion

Appri se students of the "Checklist for your speech” item at
end of notes.

This itemshould be referred to before each speech. Not al
entries will be relevant to each speech.

Cl ass Notes -- Lucas Chapter 1
Speaking in Public

Publ i ¢ Speaki ng and Conversati on Conpar ed:



A Simlarities:
1. Speakers' thoughts need to be | ogically organized.

a. Alack of logical flowreduces |isteners' inter
est.

b. A lack of logical flowinhibits audience conpre
hensi on.

c. A poor logical flow detracts froma speaker's
per sonal i nmage.

2. Messages need to be tailored to an audi ence. Each
audience is different.

3. Speakers should adapt to listener feedback. Feed
back includes indicat ors of the follow ng:

bor edom amazenent conf usi on agr eenent

shock anger anusenent di sagr eenent

revul sion awe i npati ence  under st and ing
4. ldeas need to be organi zed for maxi numinpact -- we

go beyond nere organi zation; we strive for effect.
B. Dissimlarities:

1. Public speaking is generally nore highly structured
t han everyday conversation

a. Because you addressing a multiple audience in
publ i c speaking, a speaker nust an ticipate
varied questions in |listeners' m nds.

b. Questions are rarely overtly asked in the m dst
of a public speech.

c. Specific tine limts are usually set for public
speeches.

d. Topic itens are generally not repeated in public
speeches as often as in every day dial ogue.

2. Public speaking is usually nore formal than conver
sation.

a. A speaker's role is usually nore distinct
ina publ i c speech conpared to every
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day conversa - tion.

b. A speaker's place is typically designated in
public settings conpared to the nore random
pl acenment of every day conversation
partici pant s.

c. Mre fornal |anguage is commonly heard in public
speeches than in everyday conversati on.

3. Public speaking delivery is usually different than
conversational delivery.

a. Colloquialisns are nmore common in conversations.

b. Public speakers usually enploy greater vol une
t han do common conversants.

C. A speaker's posture is usually nore erect in
publ i c speeches than in everyday conversa tion.

d. Profanity, slang, and interjections are used
| ess by public speakers than common conversants.

e. Speaker gestures and novenents appear to be nore
synchroni zed in public speeches than in every
day conversation

. The average adult spends approxi mately 30% of their waking
tinme in speaking or listening tine (conversation).

[11. Nervousness is on everyone's m nd.
A Nervousness is normal; we all have it.
B. There is both positive and negative nervousness.
1. Positive nervousness is:
a. caused by the excitenent of an event.
b. caused by your being the center of attention.
c. caused by an awareness of the inport ance of your
speech.
d. caused by the eval uation aspect of your speech.
2. Negative nervousness is:
a. being unprepared for your speech.
b. not caring for the audi ence, the speech, or the
occasi on.
c. fear of rejection or nmaki ng m st akes.
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D.

Nervousness will not totally di sappear due to a good
cl ass experience; however, it shoul d:

1. be reduced in frequency and intensity.
2. be better nanaged.
3. occur in nore positive ways.

Some physical, nental, & enotional habits can help

reduce nervousness.

1. Fatigue, hunger, and hangovers all seemto heighten
ner vousness.

2. (bncentration, al ertness, and focus all enhance
t ensi on reducti on.

3. Confidence, a sense of resp onsibility, and a
w llingness to try your best enhance anxiety reduc
tion.

V. Adapted Shannon-\Waver Mdel of Communi cation

A

C

Sender - a speaker has a set of images:

1. a pre-speech inage.
2. an inmage during the speech.
3. a post-speech i nage.

Encodi ng process - we make choices when we prepare to
speak; sonme are conscious, sonme sem -consci ous, sone
unconsci ous. Rel evant exanpl es i ncl ude:

1. vocabul ary | evel 4. rate, volume, pitch
2. degree of f ornmality 5. non-verbal cues
3. rapport with audience 6. voice tone

Message - the nessage is the product of the encoding

process and the central focus of a speech act. Messag es
conme in many varied styles including:
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1. informng 6. Legislating
2. pl eadi ng/ beggi ng 7. notivating

3. accusi ng/ def endi ng 8. entertaining
4. praising/blamng 9. judging

5. conforting 10. questioning

Decodi ng - the nessage interpretation process.

Fidelity - relationship between encoding and decoding.



f eed

F. Receiver - those to whomthe nmessage is targeted.

G Noise is any disruption to intended communi cation (your

text uses the term "interference").

1. External noise is interference within the comunica
tion systembut not participant caused or attached.

2. | nt ernal noi se is_interference caused or attached to
one or nore participants (ie: worry, fear, pain,
confusion, etc.).

3. Semantic noise is any disruption caused by unshared
| anguage use such as:

vocabul ary di ssonance.
techni cal terns.

undet ect ed subtl eti es.
cl osed | anguage codes.

eoow

H  Feedback - any perceived response froman audience to a
speaker and/or the nes sage.

A public speaki ng audi ence gives rise to various

back prob | ens including:

1. feedback that is contradictory.

2. feedback that is unnoticed by a speaker.
3. confusingly del ayed feedback.

Cl ass Notes - Lucas Text Chapter 2
Et hi cs and Public Speaking

Et hi cs are standards of good/bad, right/wong, desirable/
repul si ve, acceptabl e/ unacceptabl e.. ..

Ethics vary in that sonme are absolute, rigid, unvarying
while others are situational -- yielding to tine/place/
setting/circunstance change.

These deci si ons can depend upon culture, religion, politics,
and social variables. FEthical standards are subject to
change.

Sone ethical standards provide  naxi num standards while
ot hers provide m ni num standar ds
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A Ex. of a max. standard woul d be a parent who demands
their child get straight As to be praisewort hy.

B. Ex. of a mn. standard is another parent who tells their
child to do at |east passing work.

[11. Some ethical standards invol ve the ends vs. the neans di-
chot ony.

A Ex. of an neans question: is it K to enploy imoral/

I Il egal / questi onabl e neans to achi eve a
nobl e/ necessary end? Can a person be forgiven for
stealing a | oaf of bread when they are starving?

B. Ex. of a ends question: is it K for a parent to insist
on a child s obeying a famly rule that states you nust
eat all the food on your plate when it is clearly obvious t he
child is sick?

V. Deception plays a significant role in comunication situ a-
tion.

s lying always wong?

a. How about evadi ng direct/whol e negative judgments?

b. How about national |eaders' w thholding info from
others as a national security issue?

c. How about w thholding info in accordance to the 5th
amendnent ?

d. I's omssion always deceptive?

V. Are anbi guity and vagueness unet hi cal ?
I's known, intended, repeated | ack of taste unethical
Ex. = Howard Stern and Don | nmas

M. Is propaganda unethical ? Propaganda is defined as: the
propagation of nessages in such a way that they state or
suggest that there are no existing alternative views; they
inhibit or prohibit access to whatever alternate views
exist; and/or they distort to their advantage extant alter-
native views.

VI11. Is secrecy unethical?
A In personal comunication
b. in comrercial communication

c. in governnental conmunication
d. in religious comunication

COMLOLCH 01 (Q)



IX Is confidentiality an ethical issue?

X Nanme cal | i ng, abusive | anguage, excessively harsh attacks,
sexi st/raci st/ agei st |anguage are all unethical.

XI. P. 42 of the text outlines sone practical speaking ethics
criteria.

Xll. Plagiarismis the theft of other's ideas, plans, practices,

or resources w thout appropriate, tinely, open, and clear
attribution.

Gl ass Notes - Lucas Text Chapter 3
Li st eni ng

Your text gives four causes of poor I|istening:
A Not concentrating

1. Concentration requires focus.

2. Concentration requires goals.

3. Concentration requires effort.
B. Listening too hard

1. ldeas need prioritizing.

2. Not all ideas are equal

3. Many ideas need categori zi ng.
C.  Junping to concl usi ons

1. You can |learn assunption triggers & resist them

2. Let speakers finish speaking before evaluating their
content.

3. Consider nore than one conclusion & give the speaker
the benefit of the doubt.

D. Too heavy focus on delivery & appearance
1. Your text offers |istening suggestions:

A Take listening seriously.
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Resi st distractions -- don't listen half heartedly.

C. Suspend judgenents -- wait until a message is conpl eted
and you have time to digest it for judgments.

D. Devel op good note-taking skills

N. B. Handout titled: "Effective Listening Skills" suggest s
sone added behavi ors to enhance |i stening.

E. Focus your listening -- determne a speaker's thesis and
goal s early and hone in on these.

1. Listen for main points.

2. VListen for evidence.

a. testinony e. experience
b. statistics f. exanples
C. oObservation g. experinentation

d. witten research
3. Listen for technique.
a. mx of logic & enotion
b. organization skills
c. speaking style
F. Listeni ng Mdel
1. Sensing - stimlus
2. Attending - paying attention to stinulus
3. Interpreting - perception
4. Eval uating - making judgnments
5. Responding - reacting

Cl ass Notes - Lucas Text Chapter 4
Sel ecting a Topi c and a Purpose

Choosing a Topic - topics are frequently chosen by speakers
on the basis of:

A Speaki ng occasion (event, other speakers)

B. Audi ence expectations, needs, limtations ..
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C.  Speaker backgrounds (experience, speaking history,
posi ti on)

II. Characteristics of a good topic:

A It is focused, specific, and sinple.

B. The speaker is interested in the topic.

C There is an interesting twist to the subject.

D. It presents fresh ideas or perspectives to an audi ence.
I'1l1. A Speech's GCeneral Purpose:

A W discussed the list of purposes in Ch. 1 (ie: inform
persuade, entertain, evaluate...).

B. The general purpose is often a given for a speaker.
When it is not stated or obvious:

1. A speaker should make it clear to the audi ence as

early as possible just what that general purpose is
within the speech

2. A speaker ought not be anbi guous nor shift the
general purpose during the speech.

V. A Speech's Specific Purpose:
A An inprovenent on an exanple of a specific purpose:

"To informny audi ence how the football team prepares
each week for its next gane."

Here are sone suggested changes to that purpose state
ment :

{of general college students}

"To informny audi ence {of nedia sportswiters } how
{of athletic boosters }
{hi gh school } {hone }
{the {college} football {visiting} team prepares
{pr of essi onal } {pl ayof f }
{physical ly } {exhi bi tion}
{rmental ly } weekly for its next {conference} gane
{psychol ogi cal | y} {pl ayof f }
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B. Even nore refinenents can be added. Exanpl es incl ude:

1. preparations by coaches, referees, najor players,
second string pl ayers.

2. offensive team defensive team Kkicking team.

3. routine preparation or preparation specific to a
gi ven opponent .

C Sone tips for witing specific purpose statenents are:

1. You will be expected to provide a specific purpose
on your speech outlines.

2. Statements should be full infinitive phrases, not
fragnents.

3. Make statenents not questions.

4. Avoid using figurative | anguage here.
5. Limt your purpose to one idea.
6

Be sure your purpose is not too vague or too
gener al .

V. Central |dea:

A The specific purpose is what you hope to acconplish; the
centr al idea is what you expect to say.

B. Using the football exanple above, a central idea could
be phrased:

"To informny audi ence of the five ways [physically,
enotionally, with filns, nentally, and notivationally] a
foot ball team prepares for the next gane.”

C You will also be asked to provide a central idea on your
outli nes.

D. Think of central ideas as "oral thesis statenents."

VI. The specific purpose and the central idea are nmeans speakers
have to hel p audi ence nenbers focus thensel ves on the speech
t opi ¢/ goal

A Unless there is a dramatic purpose bei ng served, speakers
ought reveal their topics and purposes to their
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10



audi ence ri ght away.
B. A good preview can hel p map the speech purpose/ goal .
Cl ass Notes -- Lucas Text Chapter 5
Anal yzi ng the Audi ence

Publ i c speaking is an audi ence centered activity.

Speakers must know who conposes their audience to be fully
effecti ve.

D scovering who your audience is is called audi ence anal y-
Sis.

An audi ence's attendance notives range fromtotally vol un-
teer to "captive."

A Vol unt eer audi ence nenbers cone to the speaki ng occasi on

wi thout any political, social, traditional,
affiliative, econom c, or synbolic reasons urging their
at t endance.

B. Captive audi ence nmenbers are in attendance due to sone
force requiring/urging their attendance.

C. Many degrees exi st between these two pol ar attendance
not i ves.

For mal audi ence anal ysi s:

A Denographi c anal ysis: consists of acquiring information

t hrough observati on, past experience, public notice, and
readily obtainable individual and group traits and
characteristics.

Exanpl es of denographi ¢ variabl es include: sex, age,
race, social class, political party affiliation,
religious affiliation, ethnicity and info garnered
from pol | s

B. Attitudinal analysis: consists of know ng what an

audience's attitudes toward the speaker, the speech
itself, and/or the speech occasion.

1. Speakers need to know whether or not they need to

overcone hostility to thenselves, their nessage, or
anti ci pated occasi on contrary circunstances.

COMLOLCH 03 (Q)
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2. A speaker's nessage, claimsupport, style, delivery/
styl e may well depend, in part, upon
per cei ved audi ence reacti on.

C. Audience attitudes can be influenced by:

1. audi ence know edge/ experience with a speaker/topic/
occasi on.

2. audi ence interests/tal ents/education

3. audience fears, tolerances, biases, prejudices

V. Howto anal yze an audi ence:

A Drectly probe person who invites you to speak
B. Check past occasion records/speakers

C. Ask prospective audi ence nenbers for hints

D. Research public records

1. newspaper s/ nagazi nes/ newsl etters. ..
2. occasi on mnutes/procl anations... _
3. previous speech transcripts [witten or video]

E. questionnaires or interviews

V. Speakers can often adapt their original ideas [= invention
process] as a result of effective/tinely audi ence anal ysis.

VI. Do a short in-class audi ence denographi c anal ysi s:

full-time -- part-time students
men -- wonen

married -- single

UWI / UMA/ UM/ other students
how many are active hunters?
how many are vegetarians?

mmoOmP>

Cl ass Notes - Lucas Text Chapter 6
How t o Research Your Topic
Speakers have personal access to infornation
A W all have personal know edge about nany topics.

B. Many of us have experiences that can be of use to us in
speeches.

C Ve all observe things that are directly or indirectly
related to research interests.

COMLOLCH 03 (Q)
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. Speakers can create information.
A Experinents produce new data we can use.
B. Interviews elicit new information.

NB. The ext goes into nore detail regarding interview ng
as a source of speech infornation.

C Attending lectures, novies, plays, discussions can add
new data and insights to a speaker's repertoire.

I1l. Library research can also be a wealth of information
A Encycl opedi as frequently offer a rich starting pl ace.
B. Specialized dictionaries help with technical or special
i zed | anguage.

ie: Black's Law D ctionary for legal terns
ie: D ctionary of Communi cation Terns

C Reader's Quide to Periodical Literature for materia
found i n nagazi nes and popular jo wurnals.

D. Many fields of study have specialized i ndexes.

E  Wo's Wio, Wo's Wio in Arerica , and CQurrent Bi ography

gi ve data about people.
F. Wsus & Infotrack are conputer data bases that can hel p

| ocate informati on. For nodest fees, |arge libraries
have extensi ve dat abases avail abl e for research use.

1. One exanple is the database of U S. census data; this
I s updated each year

2. Another |arge data base belongs to the World Heal th
QO gani zation [WHJ, part of the UN

3. Arestricted database is the one called NOO con-
trolled by the FBI.

G Your professor has an extensive personal |ibrary which
you nmay access for topics and research nmateri al

| V. | nternet/ Wb Based | nfornation:
A Canpus conputers are linked to the internet.
B. You need site URLs to access info.

COMLOLCH 05 ( Q)
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C. There are several search engines that can aid greatly in
| ocating individual itens or clusters of sites. Sone
exanpl es are:

1. Alta Vista =ww alt avista.digital.com
2. Hotbot = www. hot bot.com
3. Inforseek guide = wwn i nf or seek. com
4. Excite - wwmv excite.com
5. Lycos = www. | ycos. com
6. VebOraw er = wwv webcraw er. com
7. Yahoo = www. yahoo. com
V. Oediting others for their contributions:

A Al nost everyone knows about crediting quotes.

B. W nust also credit ideas we paraphrase.

C. VW also nust credit format adaptation.

D. Not crediting others is plagiarism it is a form of

intellectual theft.

Cl ass Notes - Lucas Text Chapter 7
Supporting Your I|deas

Exanpl es help to support ideas. Exanples, if they are well
chosen, aid an audience in visualizing or vicariously expe-
riencing what is being defined.

Exanpl es include: specific instances, illustrations, and
hypot heti cal exanpl es.

A Specific instances have i medi ate and obvi ous
rel evance to the speaker's discourse.

B. Illustrations are sonmewhat |ess naturally rel evant
and need speaker guidance to sho wtheir ties to
di s cour se.

C. Hypothetical exanples, by their nature, are not
related to the discourse and require speaker
expl ana tion.
Narratives (stories) also add support to ideas.

A Stories invite audience participation.
B. Stories have a typically higher credibility than do

COMLOLCH 05 ( Q)

14



ot her di scourse forns.
Testi nmony (personal /w tness) evidence provides support.

A Freely given testinony
B. Reluctant testinony

Expl anati ons and descriptions hel p support ideas.

Definitions help frame issues.

A In order for a definition to be as clear and useful as

possible, it nmust not only informothers what a term

neans, it nust either explicitly or inplicitly inform
|isteners/ readers what is excluded fromthe

definition's domai n.

B. Types of definitions:

1. Conceptual definitions -- those found in
dictionaries

2. Qperational definitions -- enunerating a terms
constituent parts.

3. Definition by negation -- specifying what a termis
not .

4. Definition by exanple -- providing a clear exanpl e.
Anal ogi es support ideas, too.

In order for an analogy to be effective, the anal ogous
matter nust be clearly understood by the audi ence.

Statistics add a dinension to idea support.

A Descriptive statistics:

1. nedian = the arithneti c average of vari abl es.
2. nmean = the mddl e point of variables.
3. node = the variable occurr ing nost frequently.

B. Predictive statistics provide a probablistic guess
as to future events.

II. Material gleaned fromothers' work (books, nagazines....)
are al so useful in supporting clains.

I11. Support fromprinted sources ought stres s the credibility of
the author as much or nore than the material itself.

COMLOLCH 05 ( Q)
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Ex.: " Tinme nmagazi ne includes evidence that the U S. pays

1/3 of the UNs price tag...."
is less effective than:
Ex.: "John Smth, a former US representative fromthe U N

states in Tinme that we pay 1/3 of the UNs bills."

V. Support ought conme froma variety of sources, not fromone
or afewclosely related sources; this results in a nessage
nmaker's personal and nessage credi bility increasing.

Single/unitary support source dependency rai ses doubts in an
audi ence' s mnd about the speaker's diligence in his/her
support search

Support shoul d include scholarly sources, if avail able.
Tot al dependence on popul ar sources again rai ses questions
about speaker's diligence and awareness of other support

sour ces.

Cl ass Notes - Lucas Text Chapter 8

How to Organi ze the Body of Your Speech

QO gani zation is inportant

A (ood organization is related to critical thinking in
that it focuses upon:

1. Seeing relationships:

PO oTw

cause-ef f ect

conpari son/ cont r ast

hi erarchy/priority or subordi nation
sequence/ pattern

probl emi sol uti on patterns

2. Probing/challenging clains

3. Evaluating argunents for:

aoow

e.

validity = | egitinacy/sound

rel evance = germane/fi tting
truth = honest

reliability = can be replicated

an argunent is a claimsupported by evidence.

B. (ood organi zation boosts speaker confidence.

COMLOLCH 05 ( Q)
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C. (ood organi zation reflects on a speaker's care taken to
nmake it easy for an audience to |isten.

D. Oganization enhances coherence -- that is, how well do
parts of your speech fit together and nake sense to the
audi ence?

II. Miin points are the neat of your speech.
A You should select your main points carefully.
B. You should arrange main points strategically.
C.  You should phrase main points precisely.
. A speech's nain points are anal ogous to essay par agr aphs.
A Each main point shoul d:

1. have a discrete purpose.
2. be fully devel oped.

B. Min points shoul d:
1. be presented in parallel form
2. follow sone | ogical order
3. be connected to preceding and follow ng main points
by connecti ves.
I1l. The nunber of main points need to conformto:

A the time limt s of your speech, just as paper size is a
[imt in essays.

B. the audience's ability to cope with your speech's com
plexity.

V. Afrequent error is to make too lengthy a Iist of woul d-be
main points and failing to detect clusters of related ideas
within these points.

V. Typi cal strategic order patterns include:

A Chronol ogical (Hstorical) order
B. Spatial (Geographic/Proxemc) order.
C. Topical (Categorical) order.
D. Causal (Relationship) order.
E. Problem Sol ution order
F. Conparative Advantages order.
G Negative (E imnation) order
oM 101 CH 7
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N.B. Gther useful patterns do exist.
VI. Mnor speech points act to support maj or points.
VII. Tips for preparing nain points.
A Keep main points discrete fromone another.
B. Use parallel wording for main points.
C. Balance the tinme devoted to nain points -- note -
pOintexactly the sane time is not required of each nmain

M. Connectives play vital roles in giving a speech good form

A Transitions are devices used to exit one point and/or
to enter anot her point.

B. Previews forecast for your audi ence what is to cone.

1. Intro preview
2. Internal preview

C.  Summaries help refocus and prioritize your major thrust.

1. Internal sumary
2. Concl udi ng sumary

D. Signposts hel p audi ence nenbers keep track of your place
I n the speech

E. Be aware that there are non-verbal connec tives:
ie: facial express ions / gestures / posture / gait /
vocal patterns

Cl ass Notes - Lucas Text Chapter 9
I nt roduci ng and Concl udi ng Your Speech
Speech i ntroductions:
A Wien does the intro begin?

1. psychologically -- when a literal or prospective
audi ence begins to contenpl ate your speech.

ie: when a speech is announced in the paper, by

oM 101 CH 7
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flyer

2. non-verbally -- your speech begins as soon as your
audience is aware of you as the center of attention.

ie: after an introduction/as your nane is called
in class/as a teacher enters the room.

3. verbally -- your speech verbally begins wth your
first words.

How does the intro begi n?

1. Sone intros begin with a thank you to the intro-
ducer.

2. Sone intros begin with an acknow edgnent to one's
audi ence.

3. Sone intros begin by building a bond with either the
audi ence itself or the organi zation sponsoring the
speech.

a. You can show conmon experi ences:

(1) a veteran at DVA convention
(2) a farnmer at a FFA neeting

b. You can explain one's roots:
(1) one's vocational past

(2) one's educational history
(3) one's religious past

c. You can share your val ues, needs, aspiration S...

ex: JFK at Houston Church convention
Speech introductions have purposes:

Gai n audi ence interest

Gai n audi ence attention
Reveal the speech topic
Make speech goal s cl ear
Bui l d bond of good will betw een speaker and audi ence
Establ i sh speaker credibility

oukhwnhE

. Speech introductions open in a variety of ways:

A

GOM 101 CH 8
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N. B. you need to be careful here -- nmany things can go
awy.

1. audiences mnmay msinterpret rhetorical questions for
actual , response-soliciting questions.

2. audience nmenbers nay provide self nmade questions
that are incongruous to your ains

3. audience nenbers may have too w de a spectrumfrom
whi ch to sel ect answers.

B. by telling a story -- here, the speaker nust be careful
that the story is relevant to occasion and topic.

C. by challenging audi ence's beliefs, values, needs...

N. B. here, be sure that such a challenge is well take n.

D. by drawi ng an anal ogy -- here, be sure that the anal ogy
is appropriate and i s understood by the audi ence.

E. Dby building suspense -- here, be sure not to overdo the
suspense.

F. Dby beginning with a quotation -- here, be sure the quote

is relevant to the topic and/or the occasion.
G Note handout titled "Mthods of Introduction”
V. Speech Concl usions
A Wen and how does t he speech concl usi on begi n?
1. Wien the final body point conmes to an end, there
ought to be clear, unanbi guous signals to the audi
ence that that is the case.

2. Wen a speaker utters words or phrases that indicate
resolution, the end is i nmnent.

N. B. be careful not to fake-out an audience or to
forecast an end too soon.

3. Posture, novenent, gestures, and facial expression
can all indicate the end of a speech.

4. Tone, pitch change, volune alteration, rate change,

broken eye contact, and el ongated pause can al
signal the end to a speech.

GOM 101 CH 8
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B

Concl usi ons have pur poses:
1. to build a sense of speech resol ution.

2. to allow for a speaker to refocus attention on the
mai n purpose. Such foci take the follow ng fornmns:

a. summary of focal points.

b. appeal for action or change.
c. reference to introduction.

d. leave with a dramatic flourish

N. B. here, be careful your dramatic end does
not transcend your purpose.

C Reviewtips for preparing conclusions (pp. 189-190)

D.

Rem nd students of handout on concl usi ons.

V. | ntroducti ons and Concl usions are effect oriented, not

content oriented -- that is, they are aids to the body not the
speech focus thensel ves.

A The intentions for opening and ending a speech may not
be simlar to each other nor may they necessarily be
symmetri cal to the overall speech notives; however, the

goals in an intro and concl usion nust be conpatible with
the overall speech a ins.

B

ntros and endi ngs shoul d be created after the body is

devel oped so as to be conpatible with the major speech
f ocus.

Cl ass Notes - Lucas Text Chapter 10
Qutlining the Speech

Qutlining is a purposeful activity.

A The purposes for outlining are:

GOM 101 CH 8

1

2
3.
4

mai ntai ning bal ance between points
mai ntaining parallelism betwen points

establ i shing a sense of sequence

reduci ng redundancy & onissions of itens
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5. establishing maj or/ mnor point exclusivity

6. suggesting need for transitions, signposts, pre
views, & s ummaries

7. indicators of too little or too great length or too
much conplexity to individual points or to the
speech as a whol e

8. indicates when sone ideas are insufficient (ie: one
poi nt subpoi nts)

There are two ki nds of outlines:

1. Preparation outline
2. Delivery outline

There is a great simlarity between outlines for papers
and for speeches.

1. Wsed well and faithfully, outlines can guarantee a
reasonabl e product.

2. Qutlines are maps - sone are detailed and others are
general ; the nore detailed your map, the easier it
is to reach a predictabl e destination.

. Preparation outlines should follow a consistent fornat:

A UWse a consistent indentation & synbolization pattern:

1. Indents should be equal in nagnitude whether for

maj or, mnor, or further subdivision

2. Levels of division typically fol lowthe follow ng
pattern:

I, A 1, a xii, (1), (), (vii)

It is doubtful that you will need further |evels of
subor di nati on.

B. State main and subpoints in full sentences.

C.  Points should be statenents rather than questions
D. Avoid one word entries or lists conprising a single
entry:

COMLOLCH 09 (Q)

ie: Investnents, stocks, bonds, property, gold
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E. Keep points in parallel form

F. Label the followi ng after your speech title.
1. Your specific purpose should cone first.
2. Your central idea should cone second.

3. A description of your introduction should comne
t hird.

4. The speech body [beginning with (1.)] should come
fourth.

5. A description of your conclusion should cone fifth.
6. A bibliography should cone |ast.
I11. Delivery outlines should be brief and easy to fol | ow
A Use either note cards (one side only)
R

B. Use a sheet of paper (one side only)

C Do not wite out a script for yourself!

Cl ass Notes - Lucas Text Chapter 11
Usi ng Language

The | anguage you use in your speech wll influence your
audi ence, especially if they hear you nore than once.
This influence can take several forns including:

A a sense that you respect your audi ence and that you
deserve respect as well

B. a wllingness to keep an open mnd to speakers i deas.

C. a sense that you are honest and that the audi ence can
trust and believe you.

D. a feeling of confort and ease with the speaker and
hi s/ her ideas and argunents.

COMLOLCH 09 (Q)
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. Wrds have nore than one kind of neaning.
A Referents suggest denotative & connotative neani ngs.

1. Denotative neanings result when referents are com
nonly agreed upon (ie: 84 °F, painting, teacher, bonb

maker) .

2. Connotative neanings result when referents are
personal -- suggesting judgenent, bias, context...
(ie: hot, masterpiece, scholar, terrorist or freedom
fighter).

N B. Note the parallel nature of the exanpl es above.

B. Meanings can al so be categorized by streng th ( potency)
or action ( praxis).

1. Wak potency equates with opinions and attitudes.
2. Stronger potency equates with beliefs and val ues.
3. Inactive neaning stays at the intellectual |evel.

ex: Sone people know it is unhealthy to snoke, but
t hey continue to snoke anyway.

4. Active neaning transfers into action.
ex: Qher people, once they realize snoking is
hazardous to their health, cease the habit.
II'l. Language has many qualities including:

A darity -- you need to be clear to assune your audi ence
your audi ence can/w |l understand you.

1. Use sinple, short, famliar words and phrases.
2. Use concrete words.
3. Himnate clutter.

B. Accuracy -- you need to be accurate to naintain speaker
and message credibility. Accuracy includes:

1. Precision - the extent of accuracy desired (detail).
2. Ctation - stating the source of your information,

GOM 101 CH 10
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clains, or concl usions.
3. Honesty - the efficacy of your statenents.

4. Consistency - how well your ideas match surroundi ng
dat a.

a. Internal consistency = the degree to which a
speaker's own i deas match

b. External consistency = the degree to which a
speaker's ideas match with others ideas or
audi ence observations and experi ences.

Vi vi dness -- your words need to have life in them this
life springs forth with the use of:

1. lmagery - the ability to invoke in |istener's m nds
mental pictures or sensory feelings congruent to

what ideas you are conveyi ng.

2. Simle and netaphor are effective inmagery devices.

3. Rhythmis a sense of timng, cadence, and enphasis
pl aced on words.

Appropri at eness (propriety) -- consists of taste,
pru dence, tact, and sensitivity to others.

Cl ass Notes - Lucas Text Chapter 12
Del i very

Met hods of delivery incl ude:

A

GOM 101 CH 10

Reading froma manuscript = nost formal delivery form

1. Manuscripts commonly cause several difficulties for
bot h speaker and |istener:

a. poor eye contact usually results.

b. nonspeaki ng cadence occurs often.

C. mssing pauses, gestures, and novenent nake
listening nore difficult.

d. lack of facial gestures reduces speaker
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ef f ecti veness.

2. Manuscript speaking is inportant when agencies or
the press want a copy for publication.

3. Manuscript reading has the distinct advantage in
that it allows speakers to say exactly, word for
word what they want to say.

B. Inpronptu speaking is the least formal delivery form

1. Inpronptu speaking neans no preparation -- this
comonl y causes content, organization, and

stylistic probl ens.

2. Inpronptu speaki ng has the advantage of bei ng
total ly spont aneous.

C. Menorized speeches |ack spontaneity but assure

1. Menorization demands not | osing your place or
getting rattled by intended or unintended audi ence

act s/ reactions.

2. Menorized speeches can be advant ageous by freeing
t he speaker of notes. Geater precision of

wor di n I's al so ensured unl ess the speaker gets

g
rattl ed.

D. Extenporaneous speaking is the nost flexible delivery
form

1. Extenporaneous speaking i nvol ves sharing ideas with
sone preparation, with notes, and bei ng sonmewhat
spont aneous.

2. Extenporaneous speaking allows for audi ence/topic
adapt at i on.

. Pronunci ation vs. articul ation

not knowi ng how to correctly say a word.

m spronunci ati on
knowi ng how to say words correctly but

nisarticylation
not doi ng so.

I1l1. A speaker's voice can convey a great deal of meaning.
A Vol une changes can convey urgency, enotion, and a
desire to be heard.

oM 101 Oh. 11
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B. Pitch variety hel ps maintain audi ence interest.
Changes in pitch also add a human quality to words.

C Rate changes frequently indicate interest, excitenent,
or nood i ndi cators.

1. Too rapid a rate commonly signals speaker fright or
over eagerness to get done.

2. Too slowa rate inhibits pitch variety and too
often contributes to verbal and nonverba
i ncongruity.
D. Pauses are effective verbal punctuators. Pauses can be
used for effect and enphasis. Pauses shoul d be
silent, not filled with "uhnmi, "er", etc.

E. Vocal variety adds freshness and interest to your
speaki ng.

1. Cadence is the song |ike patterns to your voice
(al so called "tenpo").

2. Tinbre is theindividuality in everyone's voice; it
I's what nakes your voice identifiable fromothers.

V. Dialects and regionalismaffect an audi ence's perception of
a speaker and the nessage.

V. A speaker's nonverbal cues al so convey neani ng.
A Your personal appearance does send an inage.
1. Goomng plays a role in your nonverbal inage.

2. Wt you wear conveys a personal i mage.

3. Your posture and gait enhance or de tract fromyou
i mage.

B. Body novenent adds or detracts fromyou nessage.
1. Some novenents add enphasi s.
2. QO her novenents show pl ace, sequence, or priority.

3. Sone novenents are distracting.

oM 101 Oh. 11
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ie: fidgeting, pacing, shifting weight, playing
with notes....

4. Qher novenents punctuate ideas.
C.  Gestures, too, play a role in nmessage making. Gestures
enphasi ze, enunerate, direct, or have neani ngs al
their own.
D. Eye contact establishes a |ink between speaker and
audi ence.

Cl ass Notes - Lucas Text Chapter 13
Usi ng Vi sual Aids
What are visual aids?
A Visual aids are enhancements of verbal nessages.
B. Visual aids are not neant to substitute for words.
. Wt are the purposes of visual aids?
A Visual aids can hel p nake ideas cl earer.

B. Visual aids can hel p audience nenbers to vi sual i ze
better concepts or non-visual naterial.

C. Visual aids can help illustrate relationships.
ie: dinensions/p roportions/shapes/direction

D. Visual aids can add inpact, poignancy, and enotion to
your i deas.

[11. Mjor error types in visual aid use include:

A Size (too snmall or too cunber sone)/lack of concise ness/
| ack of s pecificity

Too many i n nunber/redundant/irrel evancy
C.  Too conpl ex/too busy

I ncongruency/ | ack of fluidity/speed of presentation
(too slow or too fast).

E. UWnfamliar to speaker or to audi ence

oM 101 Oh. 11
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F. Inappropriateness to topic/speaker's intent
G Separating visual use & discussion
V. Kinds of visual aids include:

Real peopl e

bj ects and nodel s

Phot ogr aphs

QG aphs

Charts and draw ngs

Maps

Slides, videotapes, and overhead projections
Conput er generated materials [ie: power point]

IOMmMOOm>

Cl ass Notes - Lucas Text Chapter 14
Speaking to Inform
Informati ve speeches cone in five nmajor types:
A Speeches about peopl e.

B. Speeches about objects are informative. bjects
in clude: people, places, structures, things.

Be sure the object you choose to discuss is not:
1. too conplex; your audience will not understand.
2. too common; your audience wll be bored.

3. age or gender specific; you will omt audience
menber s.

C.  Speeches about processes are informative. Processes in-
clude: how to do sonething, assenbly instructions, and
how sonet hi ng wor ks.

1. There are two kinds of process speeches:

a. To understand a process.
b. To performa process

2. Process speeches need to be step-by-step.
3. Process termnol ogy needs to be carefully consid ered.

Process terns need to be sinple, straightforward, and
discrete. Anbiguous, technical, difficult to renem

COMLOLCH 12 (Q)
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ber termnology typically results in confusion and
| oss of retention.

D. Speeches about events are informative. Events include
natural, social and nythical occurrences.

1. Events, too, need to be expl ai ned step-by-step.

2. Event antecedents and consequences shoul d usual ly be
di scussed.

3. An event 's significance, uniqueness, and duration
are typically useful pieces of information.

E. Speeches about concepts are informative. Concepts
include: beliefs, theories, and principles.

1. One approach to concept discussions is to e numer at e
the main features or aspects of your con cept.

. Anot her approach is to operationally/categorica
ly define your concept.

3. Yet another approach is to explain conpeting school s
of thought about the same subject.

II. Quidelines for informative speeches.
A Don't overestimate what your audi ence knows.
B. Relate the subject directly to your audi ence.
C. Don't be too technical; keep jargon to a m ni num
D. Personalize your ideas.

I1'l. Remenber: The goal in informative speaking is getting the
audi ence to understand what you say.

It is better to say | ess and be sure your audi ence grasps

what you tell themthan to say a | ot and be unsure your
audi ence under stood what you sai d.

Cl ass Notes - Lucas Text Chapters 15 & 16
Speaki ng to Persuade

COM 101 CH 13
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l. Persuasi on = the attenpt by a person, group, organization
or coomunity to alter others' attitudes, beliefs, values, or
behavi ors by neans of enotional or psychol ogi cal appeal s.

Note the stress on the term"attenpt." Persuasion is
measured by the quality of the speaker's effort, not on the
success of the nessage.

A Persuasion usually does not succeed with a one-tine
attenpt; quality persuasion is typically gradual and
takes nmultiple attenpts to enact change.

B. Conflicting persuasion frequently occurs . Wen you are
invol ved in persuasion where there is counter persua
sion, you need to consider sonme of the follow ng:

1. affiliation bonds between audi ence and you, the
speaker.

2. affiliation between you, the speaker, and sone group
or or gani zation that provides a |link for your
audi ence.

3. negative affiliations between audi ence nenbers and
the counter-appeals to your persuasion that you can
t ake advan tage of.

4. ways to incorporate patriotism(Bush's flags and
Pl edge of Al egi ance appeal s in 1988 canpai gn;
bondi ng (General Schwarzkopf's use of popul ar song
prior to start of war); hope (Reagan's eul ogy of
Chal | enger crew in 1985; .

C In addition, if one has the task of persuadi ng anot her
to nake a significant change in attitude, belief, val ue,
or behavior, it is advisable to seek small-step success

rather than to attenpt a single giant |eap
success.

D. Another strategy that typically breeds |ong-term success
is the art of giv ing your audience finite doses of
guar ant eed successes before asking for risky changes.

1. get 'yes' answers before asking the crucial, provoc
ative question.

2. get audience nmenbers to sell the 'easy' itembefore
trying to sell the harder item

3. have your audience reinforce 'given' values before
pi tching the new, controversial value.

oM 101 CH 14
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E. Behavioral changes can be appealed for in three ways:

1. Behavior cessation -- stop existing behavior.
2. Behavior commencenent -- begi n new behavi or
3. Behavior persistence -- maintain current behavior.

F. Speakers can use ethos. |ogos, and pathos to influence
ot hers.

1. Bthos =using one's personal/collective reputation as
a persuasi ve t ool

2. Logos = using logic to persuade ot hers.
3. Pathos = using enotion to sway ot hers.
1. A proposition is an appeal for change.

A Presunption is the termused to refer to the belief that
the status quo is acceptable and has the tacit support

of your audi ence until and unless you convi nce

ot hers t hat change i s needed/ desired/ possi bl e.

B. The burden of proof is the level of obligation you have
to prove your case against the status quo. Typical
expressions of burden of proof include :

Beyond a shadow of a doubt.
Beyond reasonabl e doubt .
Preponder ance of evi dence.
Li kel y/ probabl y. . ..

Coul d be....

abhwbhE

C. There are three najor proposition types:

1. Proposition of fact - definitions of conditions,
events, problens, solutions, states....

Typi cal propositions of fact include: jury ver dicts,
deci di ng whet her or not sonethi ng happened, defini
tions of terns, historical interpretations....

2. Propositions of value - statenments of good ness/bad-
ness, right/wong, beauty/repul siveness....

Typi cal propositions of value include: matters of
taste, fairness, equity, justice, beauty, punitive
damages in civil |aw cases....

3. Propositions of policy - what action(s) should be
oM 101 CH 14
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t aken.

war ,
tions,

Typi cal propositions of policy include: declaring
rai sing taxes, enacting new academ c regul a

pass ing new | aws. . ..

I1l. A Target audi ence is that group of people who are: alert,
open to bei ng persuaded, able to respond...

Some of your audi ence may not be able/willing to react to
per suasi on.
audi ence nmenbers nor ought your persuasi on be nmeasured using
thei r responses.

Your persuasion attenpt ought not be ained at these

V. Care needs to be taken to ascertain whether a persuadee
wi I I /does hold the persuader wholly/partly responsible for
acting on the persuasi on nmade.

V. Credibility = believability.

A Speaker Credibility = vital part to any public speech.

oM 101 CH 14

Speaker cred ibility is conposed of the follow ng:

abhwbhE

expertise
honest y
dependabi lity
personal ity
chari sma

Message Credibility = another vital matter

Message credibility is conposed of the follow ng

oukwhE

I nternal /external con sistency 7. freshness

di r ect ness/ t hor oughness 8. personal nature
accur acy/ preci si on 9. rel evance
clarity/ concreteness 10. cohesion

famliarity
timeliness/style
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