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Webster’s New World Dictionary defines “essential” as “something necessary or funda-
mental; indispensable, inherent or basic feature or principle.”

Essentials of Public Speaking was created with this definition in mind—the text
outlines the essentials of making a successful speech, getting to the heart of the mat-
ter without unnecessary filler. At the same time, the second edition of Essentials
of Public Speaking provides stronger technology integration and updated information
on speaker confidence, researching the Internet and the Web, computer databases,
ethics and the importance of avoiding plagiarism, and preparing professional-
looking visual aids.

Although Essentials is based on classical rhetorical theory and contemporary
research, it takes a very practical, reader-friendly approach. Concepts and skills aren’t
just explained—they are illustrated with interesting and relevant examples and real
student speeches. One student reviewer said she found the text so mterestmg and
enjoyable that she read far more than requested!

Updated and streamlined, the new edition of Essentials focuses even more on the
absolute essentials of public speaking. Additionally, this new edition more thor-
oughly highlights the use of technology in the speechmaking process via strong
technology integration and a variety of updated and new features.

Updated Features

B Technology coverage: Chapter 6, “Selecting and Researching Your Topic,”
and Chapter 10, “Preparing Effective Visual Aids,” now include even more
up-to-date coverage of technology resources, such as how to assess the reli-
ability of Internet sources, how to cite Internet sources, and how to best
use PowerPoint to give a memorable speech.

B Ethics coverage: Updated section in Chapter 1, “Public Speaking, Ethics, and
You,” includes new and updated examples and activities that encourage
students to consider how to be more ethical public speakers.

B Emphasis on critical thinking: Critical thinking is emphasized in several ways.
“Test Your Knowledge” questionnaires at the beginning of each unit stimu-
late and direct student thinking toward the material contained in the unit.
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Suggestions for Practice and Critical Thinking at the end of each chapter
include questions, activities, and InfoTrac® College Edition article citations
designed to promote critical thinking. Two new additions to the text, Flash-
backs and Technology Tips for Speakers, encourage students to compare
ancient and modern times. Finally, specific chapters (such as Chapter 4 on
listening, Chapter 5 on audience analysis, and Chapter 15 on distinguishing
between logical and fallacious reasoning) relate directly to the importance
and use of critical thinking.

Sample student speeches: The sample student speeches featured in the text have
been updated for a total of seven speeches. Three of the seven speeches are
new.

Tip boxes: The in-text Tip boxes have been streamlined and moved to the
margins, making them easier to find. They now focus more closely on essen-
tial advice that will help students prepare their speeches more efficiently, feel
more comfortable giving their speeches, and thus give more effective
speeches.

Cross-references: In-text cross-references have been moved to the ends of
paragraphs and highlighted with an arrow icon so they’re easier to spot.

New Features

W Hamilton Connection CD-ROM: A companion compact disc accompanies

each new copy of the text, providing a gateway to the Hamilton Essentials
of Public Speaking Web site at the Wadsworth Communication Café (see
below for more information about this resource). The Hamilton Connec-
tion CD-ROM consists of seven integrated components: access to InfoTrac
College Edition, access to chapter-by-chapter resources and a PowerPoint
tutorial at the Hamilton Essentials Web site, Speech Interactive for Hamilton
(see below) and Additional Speeches for Analysis (formerly an appendix),

a preview of Thomson Learning WebTutor™, and two bonus units: Special
Occasion Speaking (formerly Chapter 16) and Team Presentations (formerly
an appendix). Each component of the CD-ROM is represented in the text
with an icon. Integrated throughout the chapters as well as summarized at
the ends of chapters under the Essentials of Public Speaking Online section,
these integrated icons direct students to numerous digital activities, and rein-
force and enrich the concepts presented.

Speech Interactive for Hamilton: The Speech Interactive icon, found in select
chapters, prompts students to view sample student speeches, all of which are
from the text and available on the Hamilton Connection CD-ROM. This
multimedia tool—a Wadsworth/Thomson Learning exclusive—maximizes
students’ experience by enabling them to read, watch, listen to, critique, and
analyze the models provided. After completing the speech evaluation check-
lists and speech improvement plans for each speech, students can compare
their work to the author’s responses.

Hamilton Essentials of Public Speaking Web site: Located at the Wadsworth
Communication Café, the Hamilton Essentials Web site is easily accessed by
using the Hamilton Connection CD-ROM. Included on this Web site are
numerous student and instructor resources. For students, chapter-by-chapter
resources include learning objectives, activities, InfoTrac College Edition
activities, a digital glossary, speech preparation forms, speech evaluation
checklists, and a practice quiz. In addition, all of the URLs included in the



PREFACE

book are maintained for each chapter under WebLinks, and select chapters
feature special dynamic tools such as an interactive version of the Personal
Report of Communication Apprehension (PRCA) in Chapter 1 and
PowerPoint tutorials in Chapters 1, 3, and 10.:

W Technology Tips for Speakers: Featured in each chapter, these boxes highlight
state-of-the-art technology specifically of interest to speakers as they
research, organize, and deliver their speeches. Each box provide readers with
valuable technology hints and information such as how to find and research
interesting speech topics on the Internet, how to prepare electronic visual
aids, and how to critique speeches online.

W Tech Connects: Each chapter features three to ten marginal Tech Connect
boxes that point students to interesting and relevant Internet and Web sites.
These sites will encourage readers to expand upon their knowledge of the
concepts they read in the text.

W Flashbacks: Each chapter includes one or two marginal Flashback boxes that
feature speaking advice given by famous Greek and Roman rhetoricians.
These marginal boxes relate classical rhetoric to contemporary public
speaking.

B InfoTrac College Edition activities: In addition to the InfoTrac College Edition
activities included in the Practice Suggestions at the ends of chapters, one to
two new InfoTrac College Edition activities are featured in the margins of
each chapter. These activities suggest searches or articles that will help stu-
dents expand their understanding of the concepts they read in the text.

B Glossary: A new glossary has been added to the back of the book.

B Design: The book now features a crisper, more open, and contemporary
design that increases the visual impact of the text.

Essentials of Active Learning The reader is invited to take an active role in the
learning process by evaluating sample student and professional speeches, taking
quizzes (each of the four units begins with a quiz called “Test Your Knowledge”),
and making decisions about his or her own speeches. Speech evaluation forms and
sample formats for preparing informative and persuasive speeches are included for
student use. A “mind map” is suggested as a visual, easy-to-remember approach to
speaker’s notes. Scattered throughout the margins are Tips, which are designed to
present special tidbits and advice that will help students prepare and deliver quality

- speeches. To encourage students to reflect on and expand on what they have read,
Suggestions for Practice and Critical Thinking are included at the end of each chap-
ter. In addition, at appropriate places in each chapter, the margins now include new
InfoTrac College Edition exercises, Flashbacks that make classical rhetorical theory
interesting and relevant, and Tech Connect boxes that encourage exploration of
valuable Internet sites.

Essentials of Confidence Building Speaker anxiety often keeps students from
achieving success. Unfortunately, no amount of lecture, encouragement, or practice
will make students confident, professional speakers as long as deep down inside
they believe themselves “poor” speakers. For this reason Essentials of Public Speaking
approaches anxiety head on in Chapter 3 so students can have improvements
well under way by the time their first major speech is due. Although a variety of
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confidence-building techniques are discussed, Chapter 3 concentrates on positive
imagery, a technique fairly new to communication journals but used for years in
athletics. Positive imagery requires only minor instructor guidance and does not
need special out-of-class sessions to be successful. In fact, interested students can use
positive imagery with success simply by following the suggestions in the text.

Essentials of a Fast Start Instructors want students to begin speaking early in the
semester but know that in order to give good speeches, students need information
not available until later chapters. Essentials of Public Speaking is organized so that stu-
dents can begin giving quality speeches immediately without having to jump ahead
for needed information. Chapter 2 discusses the essential characteristics of a success-
ful public speaker and gives an overview of the basic speaking process. Beginning
speeches (such as the speech of introduction, the humorous incident speech, the arti-
fact speech, the pet peeve speech, or the one-point speech) can be given with success
in the first or second week of class.

Technology Essentials In addition to the Tech Connect boxes that appear in the
margins of each chapter, Essentials of Public Speaking includes up-to-date coverage of
the use of technology in the speechmaking process. New to this edition are Tech-
nology Tip for Speakers boxes that cover such technology topics as how to use the
correct search engines, how to post presentations on the Web, and how to travel light
with new technology equipment. Chapter 6 includes a detailed section on using the
Internet and computer databases, such as InfoTrac College Edition, to research
speech topics. Also included in this chapter are valuable suggestions on what to do if
a search produces too many or too few hits, how to use Boolean operators, how to
evaluate Internet sources, and how to find quality Web sites.

Chapter 10 includes complete information about designing and using visual aids
of all types. The chapter covers topics such as selecting proper fonts, point sizes,
and colors for a variety of media and audiences, and includes a full-color insert of
professional-looking visual aids created with PowerPoint presentation software. Ad-
ditionally, the Hamilton Connection CD-ROM that accompanies the text includes
access to a PowerPoint User’s Guide to creating quality computer visuals.

Chapter Organization Essentials Following a traditional pattern of organization,
Essentials of Public Speaking divides the chapters into four units: Foundations, Pre-
paring Your Speech, Presenting Your Speech, and Types of Speeches. Chapters 1
through 4 comprise the foundations of the course—the importance of public speak-
ing and ethics, preparing the first speech, building speaker confidence, and listening
from the speaker’s perspective.

Chapters 5 through 9 are devoted to speech preparation for all types of speeches
and include audience analysis, topic selection and research, supporting materials,
speech organization (introduction, body, and conclusion), outlines (or storyboards),
and speaking notes.

Chapters 10 through 12 give guidelines for presenting a speech—preparing
visual aids, delivering the message, and perfecting language style. These chapters are
designed so they can be used at any point during the semester.

Chapters 13 through 15 present specific information for various types of public
speaking—demonstration, informative, and persuasive (including persuasive theory)
speaking. Coverage of special occasion speaking and team speaking is located on the
Hamilton Connection CD-ROM that accompanies the text.

Essential Sample Speeches Each chapter is illustrated with one or more student
speeches and/or excerpts from professional speeches. The text includes seven com-
plete student speeches—three of them are new—along with their visual aids, out--
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lines or storyboards, and speaking notes. Additional student and professional speeches
are located on the Hamilton Connection CD-ROM that accompanies the text.

InfoTrac College Edition Four months of free anywhere, anytime access to Info-
Trac College Edition, the online library, is automatically packaged with this new
book. The new and improved InfoTrac College Edition puts cutting-edge research
and the latest headlines at your fingertips, giving you access to an entire online
library for the cost of one book! This fully searchable database offers more than 20
years’ worth of full-text articles (more than 10 million) from almost 4000 diverse
sources such as academic journals, newsletters, and up-to-the-minute periodicals,
including Time, Newsweek, Science, Forbes, and USA Today. A great tool for topic selec-
tion and speech research. Exercises for using InfoTrac College Edition are included
in marginal boxes throughout the text. Additional questions are featured on the
Hamilton Essentials of Public Speaking Web site.

MultiMedia Presentation Manager for Hamilton’s Essentials of Public
Speaking: A Microsoft PowerPoint Tool Create great multimedia lectures eas-
ily with this searchable database of PowerPoint slides that also includes text art and
figures, CNN video clips, and the ability to import your own information from
previously created lectures.

Videotape Library Also available to instructors adopting this book is a wealth of
video resources. Video policy is based on adoption size; contact your Wadsworth/
Thomson Learning representative for more information.

W Student Speeches for Critique and Analysis Video (Vol. 1: 0-534-56258-2; Vol. II:
0-534-56262-0; Vol. III: 0-534-56389-9): Volume I, which features a speech
of introduction, two impromptu speeches, four informational speeches, and
two persuasive speeches, is a great tool for helping students analyze and pro-
vide effective feedback on imperfect speeches. Select speeches feature non-
native English speakers and include the use of visual aids. Volumes II and IIT
offer additional opportunities for critique and analysis.

B “CNN Today” Public Speaking Videos (Vol. 1: 0-534-52212-2; Vol. 2: 0-534-
52213-0; Vol. 3: 0-534-52214-9; Vol. 4: 0-534-52090-1): Updated yearly,
these high-interest, 45-minute videos can help you launch a lecture, spark a
discussion, or demonstrate an application. The following series of public
speaking videos are available to qualifying adopters. Ask your Wadsworth/
Thomson Learning representative for more information. (“CNN Today”
videos are also available for classes in Human Communication, Interpersonal
Communication, and Mass Communication.)

W Wadsworth Communication Video Library: This library has over thirty videos
covering key communication topics, including “Oral Critiques of Student
Speeches,” “Public Speaking: Knowing Your Audience,” “Effective
Speeches,” and “Great Speeches: The Video Series.”

Instructor’s Resource Manual This guide is designed for beginning as well as
seasoned instructors. It includes suggested course syllabi and schedules, teaching
ideas, lecture outlines, audiovisual materials, ready-to-use evaluation forms, class-
room exercises, ideas for using the practice suggestions in each chapter of the text,
and test questions for each chapter.

XV
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ExamView® Computerized and Online Testing Create, deliver, and customize
tests in minutes with this assessment and tutorial system for both Windows and Mac-
intosh systems. This cross-platform CD-ROM offers a guide to help instructors cre-
ate tests of up to 250 questions, using up to 12 question types.

- Student ReSOUICRS .t i e TSR

WebTutor Rich with content for your course, this Web-based teaching and learn-
ing tool includes study/mastery, course management, and communication tools. Use
WebTutor to provide virtual office hours, post your syllabi, set up threaded discus-
sions, track student progress with WebTutor quizzing material, and much more.
Available on WebCT and Blackboard.

Student Workbook Complements and expands students’ understanding and use of
the book. Includes activities for reinforcement that integrate the World Wide Web
and InfoTrac College Edition, research logs, group assignment worksheets, speech
evaluation checklists, and chapter review self-tests.

Service Learning in Communication Studies: A Handbook This hand-
book—by Rick Isaacson, Bruce Dorries, and Kevin Brown—is an invaluable re-
source for students in the basic course that integrates a service learning component.
The handbook provides guidelines for connecting service learning work with class-
room concepts and advice for working effectively with agencies and organizations.
It also provides model forms and reports and a directory of online resources.
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