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Preface

The Speaker’s Handbook, Sixth Edition, is at once a reference guide for the
individual speaker and a textbook for use in the public speaking course. It is
a compendium of principles, examples, and exercises that covers the issues
one commonly confronts in preparing and delivering a speech. What distin-
guishes The Speaker’s Handbook from other books on public speaking, though,
is its flexibility: Each of the thirty chapters stands by itself, so that speakers
need consult only those parts of the book covering the aspects of speech-
making with which they need further help.

About the Handbook Approach

In a sense, a book about public speaking is a contradiction. Public speaking
is a lived, performed, embodied event that draws its special qualities from the
immediate context, the personality of a particular speaker, and the response
of a certain audience. Is there really any useful general advice about so spe-
cific an act?

Apparently so. For as long as people have felt the need to speak in pub-
lic, they have turned to others for advice on how to do so more effectively.
Early evidence from Egyptian tombs shows that leaders gave serious thought
to the choices they faced in speaking to their followers. The oral tradition
captured in Homeric legend hints that the giving and taking of this advice
predated the written word. The increasing supply of information about the
ancient cultures of China, India, and the Americas shows that these peoples
had culturally distinctive ways of speaking, which some analyzed and dis-
cussed. These observers then formulated advice for others in their culture.
Such advice usually came in two forms: Those who had vast experience as
speakers told stories about what worked for them; others looked beyond
what worked and theorized about why it worked.

Both forms of guidance are still present. Leading platform speakers write
books about their experiences. The popularity of such books year after year
suggests that people find benefit in the personal and experiential approach.
At the same time, university libraries continue to accumulate academic trea-
tises on rhetoric and communication. Here, too, the vitality of these lines of
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research after thousands of years suggests that much is left to be said and
investigated.

There is a third form, one that we differentiate from both those kinds of
books and place within another venerable tradition that is over two thousand
years old. This form is neither a narrative account of personal success stories
nor a scholarly theoretical tome. This is the handbook. The first written hand-
books for speakers were probably produced by the Sophists in the Greece of
200 B.C.E. In any field, a handbook represents a particular blending of theory
and practice displayed in a concise format. There are scouting handbooks,
birding handbooks, managing handbooks, and meditation handbooks. In all
these cases, a handbook is a distillation of the experience and theory of many
people and many eras.

The particular usefulness of handbooks can be found in their characteristics.

Handbooks are brief.

They fit in a person’s hand. They are supposed to be as small as practicable to
remove the impediment of size for easy carrying, storing, and referencing.
The implication of this is that we have tried to distill the most meaningful
advice, avoiding bulking the book out. The sample speeches on the Web site
are called on over and over again in the text in both examples and exercises.
Putting in as many sample speeches as usual in standard textbooks, inter-
spersed throughout the body of the book, would defeat the advantages
offered by the handbook format. Cartoons and photographs, likewise, take
up too much space.

Handbooks are reference books.

The contents of a handbook are meant to be used in any order. The progres-
sion of the chapters, as we have arranged them, is not random, but then
again, a reader or teacher does not necessarily have to follow that order. We
. have written the chapters to be as self-contained as possible to make the
book adaptable to the differing needs of its various users. Long before the
information superhighway or menu-driven computers or the invention of the
term random dccess, people liked to learn things as they needed them.

Adult learners have their own way of designing their learning programs,
whether they are setting up a computer or understanding a new job. Most
people who buy a computer do not take a course on how to use it. They try
a few things, glance at the manual, and work until they get into trouble. Then
they look at the manual again, but only for the specific information they need
to get beyond the current problem. In effect, they don't worry about the
things they don't have to worry about, but they won't know that a thing to
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worry about exists until they discover it. Public speaking is like that. Until
people start speaking, they cannot be sure of all the areas in which they may
need improvement. Therefore, users should approach this handbook with a
spirit of flexibility, taking what they need in the order they need it. Each
teacher brings to the classroom a different experience set and an understand-
ing of the values, needs, and capabilities of the students who attend a partic-
ular institution. Therefore, each teacher may choose to assign chapters in an
order that fits his or her perception of the best way to increase the skills of
those students. Whether users are teachers, students, or professional per-
sons, we think that they will find some benefit in every chapter of this hand-
book, but we don't dictate to them in what order they will find that benefit.

Handbooks are handy.

When people haul out the book that came with their computer, they want to
find the section on changing printer types quickly, not read about the archi-
tecture of the system to find the bit that refers to communications between
the computer and printer. A good user guide compartmentalizes related
information and then tries to make that information as accessible as possible
through a variety of pointers and references, using design tools to make
things easy to find. We have included aids to let users get to where they want
to be, from the quick index and checklists on the endpapers to the use of
color and typeface weight in the text itself.

With this compartmentalization, users do not have to read everything at
once. A student may be preparing to give an informative speech for a class
and is thinking of including some humor. The student could jump ahead and
read section 18a(4). It is not that long. A businessperson may be giving a
presentation to the board on the adoption of new technology but feel uncer-
tain if he or she has covered everything and in the most effective order. That
person could read chapter 9 on transforming his or her ideas into points and
chapters 21 and 22 on informative and persuasive strategies.

We do have a few specific recommendations, however, on preliminary
steps that will help students and other readers get the most out of this book.
First, such users should read chapter 1. It provides an orientation to com-
munication and helps them crystallize their self-definition as speakers. It
helps them diagnose their skill level and gives them an approach to mapping
out a skill-development plan for themselves. The format of this book is based
on the assumption that speakers cannot be conscious of everything at once.
In designing a skill-development program, speakers should not be conscious
of everything at once. Trying to do everything in parallel will frustrate their
purpose and inhibit their skill-building. As we say in 1d, speakers should
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avoid being overly conscious of their manner of speaking or their message’s
exact language. But if a speech is different from just another conversation, as
we also say, how do public speakers become just enough more conscious of the
craft of speaking to improve their skill without breaking the conversational
bond? The secret lies in having a very clear plan of what their priorities are
and in deciding on a limited number of goals to pursue consciously at any
one time. The handbook approach lets users pick one or two important skills
to work on, and when those are mastered, move to another set.

About Writing This Book

We approached this writing task with an unusual combination of perspec-
tives. In her thirty years of teaching public speaking, visiting the classes of
other teachers, and consulting, Jo Sprague has observed that there are many
“right ways” to approach a course. Doug Stuart, as a vice president of a tech-
nical and marketing publications department and a director of a creative
development department, has learned how to take even the most complex
material and make it clear and accessible to readers. It became evident to us
that there was a need for a different kind of book on speaking, one based on
what we knew about how adults learn. The Speaker’s Handbook proceeds from
the premise that people like to focus first on the area of greatest concern and
then design their own learning experience outward from that point.

About the Sixth Edition

We have been gratified with the response to the first five editions of The
Speaker’s Handbook. And we are pleased that the handbook format worked for
students and their instructors, as well as for people who give presentations in
their business or community. In this edition, we have once again responded
to user suggestions on how to make the information even more accessible.
The sample speeches, once in an appendix, are now available on the Hand-
book’s Web site. We have added a new chapter on listening that pulls together
material previously dispersed throughout the book and adds several new
recommendations for listeners. A second new chapter replaces Guidelines
for Special Occasions and introduces the notion of speech contexts in their
wide variety. The new chapter 23 presents the norms and expectations for
several business, professional, political, civic, social, and ceremonial contexts.
Perhaps more important, since no two contexts are alike, it guides readers
through the steps they might use in analyzing any speaking context. It casts
speakers as leaders who have the power to shape contexts in constructive
ways and thus improve the level of discourse in society.
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For this new edition, important new resources are now available:

InfoTrac® College Edition A free four-month subscription to this exten-
sive online library is enclosed with every new copy of The Speaker’s Hand-
book, Sixth Edition. This easy-to-use database of reliable, full-length articles
(not abstracts) from hundreds of top academic journals and popular sources
is ideal for opening whole new worlds of information and research. To help
you use the this tool effectively, key exercises throughout the text are linked
to InfoTrac College Edition.

The SpeechMaker CD-ROM, packaged free with every new text, brings
together text, full-motion video, sound, and the Internet to create a dynamic
exploration of the steps involved in the speechmaking process.

The Speaker’s Handbook Web site, containing additional InfoTrac College
Edition exercises, sample speeches, and Web links focusing on technology
in communication, research, documentation, and more can be found at
http://www.communication.wadsworth.com.

Thomson Learning WebTutor™ Advantage, 2.0 for WebCT and Black-
board is a Web-based teaching and learning tool that takes a course beyond
classroom boundaries to an anywhere, any time environment. WebTutor for
The Speaker’s Handbook corresponds chapter-by-chapter and topic-by-topic
with the book, including practice quizzes and online tutorials. Instructors
can use WebTutor to provide virtual office hours, post syllabi, set up
threaded discussions, and track student progress on the practice quizzes.

Instructor’s resources include

Instructor’s Resource Manual with Test Bank, by Jo Sprague, Doug Stuart,
and Neeley Silberman has proved to be an invaluable resource for instruc-
tors. It features a wealth of teaching resources including discussions on issues
in teaching public speaking, basic course materials including sample syllabi,
speech outlines, critique forms, test questions, and much more.

ExamView is a fully integrated collection of test creation, delivery, and
classroom management tools that feature all of the test items found in the
Instructor’s Resource Manual.

Finally, though we have received compliments on the inclusiveness of the
first five editions, we strive to make each subsequent edition of the Handbook
more attuned to the diversity of contemporary life. In our treatment of lan-
guage, reasoning, and vocal and physical delivery, we attempt to show how
social forces shape, and are shaped by, speech. What is appropriate, or clear,
or persuasive constantly changes as society changes. The effective speaker
will be open to the subtle cultural variations in speech situations. If there
were no differences between people, communication would be unnecessary.
If there were no similarities, it would be impossible. The great strength of
oral communication is that its many dimensions offer people ways to seek
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out connections in the midst of difference; its immediacy allows for on-the-
spot adjustments.
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Understand what it means to be a speaker

Ground your approach to effective public speaking

in a meaning-centered view of communication.

(1) Do not confine your view of communication to information
transmission and reception.

(2) Think of communication as the joint creation of meaning.

Approach public speaking by drawing on three familiar

communicative resources.

(1) Draw on your conversation skills.

(2) Draw on your writing skills.
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(4) Combine some features of these three communicative resources
for an effective speech.

(5) Avoid relying exclusively or excessively on any one of these resources.
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(1) Show respect for the speaker.
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(3) Consciously follow the structure of the speech.
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(5) At the designated time, ask questions.

When listening as a consultant to a speaker, use the
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(1) Start with the positive.

(2) Make important comments first.

(3) Be specific.

(4) Give suggestions, not orders.

(5) Be realistic about the amount and kind of feedback a speaker
can receive.

(6) Use the 90/10 principle.

When gathering information for your speech, listen
to optimize your learning.

(1) Paraphrase.

(2) Ask follow-up questions for clarification.

(3) Take notes.

When conducting audience analysis, listen holistically.
(1) Listen at multiple levels.

(2) Listen between the lines.

(3) Listen to the silences.

Avoid common listening pitfalls.

(1) Daydreaming, doodling, and disengaging

(2) Allowing yourself to be distracted by superficial qualities
of the speaker

(3) Uncritically accepting a message

(4) Prematurely or totally rejecting a message

(5) Planning your response or rebuttal to a speech instead of
listening to it

(6) Failing to monitor your nonverbal behaviors as a listener

Chapter 3. Speaking Ethics
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Be aware of the ethical implications of all human
choices and the way these play out in public speaking.
(1) Recognize that every action has an ethical dimension.

(2) Recognize that ethical decisions are rarely clear-cut.

(3) Recognize that ethical decisions vary with context.
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Respect the integrity of your own core values.
Respect the integrity of your audience.

Respect the integrity of ideas.
(1) Don' plagiarize.

(2) Don' lie.

(3) Don't oversimplify.

Understand that ethical decisions often involve

weighing complex factors and competing goals.

(1) Balance the value of using language in a lively and forceful
manner against the risk of causing pain and offense.

(2) Balance the importance of appealing to your audience at an
emotional level against the risk of abusing emotional appeals.

(3) Balance the right to use compelling persuasive appeals against
the obligation to avoid simplistic persuasive techniques.

Chapter 4. Overcoming Fear of Speaking

4a.

4b.

4c.

4d.

4e.

Put your fear of speaking into perspective.
(1) Accept some fear as normal.
(2) Analyze your fear as specifically as possible.

Build your confidence through thorough preparation
and practice.

Cope with the physical effects of fear by using
techniques of relaxation and tension release.

Use positive self-suggestion to combat your anxiety.
(1) Visualize success.
(2) Replace negative internal statements with positive ones.

If none of the preceding suggestions works, seek
assistance beyond this book.
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To design a unique message, allow time for the four
phases of creativity.

Make a realistic timetable for your speech preparation.
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(1) List the tasks you will need to complete to prepare the speech,
and estimate the time needed for each.

(2) Determine which tasks depend on the prior completion
of other tasks.

(3) Set intermediate deadlines for the major stages of preparation
and practice.

Make your speech preparation an oral and
collaborative process.

To present a speech that achieves the flavor of
enhanced conversation, focus on different resources
at different phases of preparation.

Avoid these planning pitfalls.
(1) No time for incubation

(2) No margin for error

(3) “Writers” block

(4) “Speakers” block
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(3) Specify the desired outcomes you seek from your listeners.
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of the topic.

(1) Frame a thesis statement as a single declarative sentence that
states the essence of your speech content.

(2) Analyze your topic by breaking your thesis statement into a list
of questions to be answered.

If necessary, select a speech title.
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Develop an understanding of your audience by seeking
information through as many channels as possible.

(1) Use direct observation.

(2) Do systematic data collection.

(3) Conduct selected interviews/focus groups.

(4) Talk with the contact person.

(5) Use intelligent inference and empathy.

Analyze the demographic characteristics of your
audience as an aid to predicting their orientation.
(1) Age/generation

(2) Sex/gender

(3) Race/ethnicity

Try to understand what is meaningful to your audience.
Determine the audience’s attitudes toward your topic.
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(1) What do they know about your topic?
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(4) What is the program surrounding your speech?
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(3) Develop a lexicon of the terminology peculiar to your topic.

(4) Use your analysis questions to direct your research.

Use the library.
(1) Talk to a librarian.
(2) Use library resources to locate books and articles on your topic.

Use electronic information retrieval.
Seek information directly from other people.

(1) Locate human resources.
(2) Conduct interviews.
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8e.
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Maintain a complete record of your sources.

Capture the information and ideas in discrete units
to facilitate retrieval and organization.

(1) Notecards from print and electronic sources

(2) Notecards from interviews and surveys

(3) Grouping your cards
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Chapter 9.Transforming Ideas Into Speech Points
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9b.

9c¢.
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of.

Assembile all the possible ideas and information
that could go into your speech.

Use a variety of organization tools to identify
potential points and examine their relationships.
(1) Create a rudimentary, working outline.

(2) Use concept mapping.

(3) Manipulate movable components.

Choose main points that, taken together, correspond
exactly to your thesis statement.

Select main points that are mutually exclusive.

Have at least two, but not more than five, main points
in the average speech.

Express main points and subpoints to reflect

coordinate and subordinate relationships.

(1) Subordinate points and subpoints should fit inside, or support,
a larger idea.

(2) Coordinate points and subpoints should be of equal importance.

(3) Each subpoint should directly relate to the point it supports.

Chapter 10. Arranging Points

10a. Arrange main points in a pattern that arises inherently

from the subject matter or from the requirements

of the thesis statement.

(1) Use the chronological pattern to order ideas in a time sequence.
(2) Use the spatial pattern to arrange points by location.
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