Study Guide for COMM 1100 
Study Hint #1: Below is a study guide for material discussed in class. Keep in mind that not all material is covered in class.  There may be some additional concepts from the book which appear on the test. 

Study Hint #2:   Read the textbook and use in-class notes to complete this study guide.  Also, use the online textbook flash cards and self-tests to help you prepare for additional concepts and become familiar with multiple-choice style questions over this content.

Study Hint #3:  Remember as you study that you should not only know the definitions of concepts learned in class but be able to apply them to hypothetical situations.
Chapter 1:  Communication Overview  

1. How do the words processes, responding, accidental and deliberate help us understand the concept of communication?
2. Why are communication models helpful?
3. What kinds of needs does communication help us meet?  Define and give an example of each.

4. How are the transactional and linear models of communication different?

5. If I give you a communication scenario (story,scene), you should be able to identify and describe each element in the communication process.  For example, who are the senders/receivers, what is the message and channels, what environments do the communicators share and what environments are different, what kinds of noise(physical, psychological, physiological) might be impacting this situation?
6. What is the difference in encoding and decoding?
7. Be familiar with different types of mediated communication and with the advantages and disadvantages of each type.  Be familiar with the concepts of richness, disinhibition, and permanence as they apply to mediated communication?

8. What are the characteristics of effective communicators?

9. How does culture impact communication competence?
10. Read the passage “What 2 Say When U Know 2 Much?” on page 21.  Have you also experienced this problem? 
11. View the PowerPoint Etiquette on my website.  Be familiar with the guidelines and rules for appropriate email, cell phone, and texting etiquette.
12. Know the etiquette rules for appropriate COMM 1100 communication as discussed on the syllabus and Introductory PowerPoint.

Vocabulary Define and be able to apply the following concepts:

· Cognitive complexity




· self-monitoring








· empathy vs sympathy

· Intrapersonal communication  vs
interpersonal communication

· Public communication

· Mass Communication and the role of a gatekeeper

· Social Networking

Chapter 2:  Perception

1. What is the self-concept? Briefly discuss the factors which impact how it evolves and influences our daily behavior.
2. What is the personality?   
3. Briefly define Social Judgement Theory and Reflected Appraisal Theory as they related to the development of the self-concept?

4. Briefly define the concept self-fulfilling prophecy and discuss how it impacts our behavior.
5. What is perception?
6. Briefly discuss the three steps in the perception process.
7. What are perceptual sets and how do they impact the perception process?  

8. Briefly explain the Figure-Ground Principle. Give an example from class.
9. What factors impact how we select stimuli to perceive?

10. Be familiar with common perceptual attribution tendencies such as the self-serving bias, halo vs horn effect, first impressions, negative bias, stereotypes, etc.?  Why are these tendencies a problem?
11. What is ethnocentrism?

12. What is the difference between empathy and sympathy?
13. What is perception checking?

14. What is identity management?
15. What is the difference between the perceived self, the presenting self, and the desired self?
16. What is facework?

17. Based on your reading of identity management, discuss how identify management is a good communication trait to possess as well as how it can be used dishonestly?

18. Define the term self-monitor.  Do you think you are a high self-monitor or a low self-monitor?  Explain.

Chapter 3:  Language
1. What is language?

2. What do we learn about language from the Triangle of Meaning model?

3. Be able to discuss the problems in assigning meaning such as connotative, denotative, time, place, and experience.

4. Briefly define and explain phonological, syntactic, semantic, and pragmatic rules of language?

5. How does language shape perceptions of status, credibility, and power?

6. How does it reflect attitudes such as bigotry, sexism, racism, affiliation, interest, and responsibility?

7. What is linguistic relativism (also known as the Sapir-Whorf Hypothesis)?  How does this concept explain how language shapes and reflects our world? Give an example 

8. Be able to define, explain, and apply the following types of troublesome language and their impact on communication :  relative words, euphemisms, slang, jargon, abstract language, and equivocal language (intentional and unintentional).

9. Briefly discuss how gender impacts the use of language being sure to discuss purpose (reason for communicating), content (topics), and conversational style.

10. Briefly discuss powerful vs powerless language.

11. What is the use of language different between a culture that is high context  and one that is low context?

Chapter 4:  Listening
1. What is the difference between listening and hearing?

2. Be familiar with the stages of the listening process?

3. Briefly discuss some problems with remembering information.  What is a residual message?

4. What is the difference in mindful and mindless listening?  Is mindless listening always a bad thing?

5. What is rapid-thought (also called the speech-thought differential)?

6. Briefly define faulty listening behaviors such as selective, pseudo, defensive, and insensitive, and stage hogs.

7. What are some reasons for poor listening which interfere with the listening process?

8. What is the difference between the four listening styles: people, content, action, and time oriented? 
9. How can we increase our ability to listen better physically?

10. How can we be better informational listeners?

11. What is paraphrasing?

12. How can we be better critical listeners?

13. What is supportive (empathic) listening?

14. Define and briefly explain the following types of supportive responses – advising, judging, analyzing, questioning, comforting, and reflecting.

15. What is formative feedback? 

Chapter 5:  Nonverbal Communication
1. What is nonverbal communication?

2. Why is nonverbal behavior so influential yet problematic in the communication process?

3. What percentage of the communication process is nonverbal as compared to verbal?

4. What function does nonverbal serve as it interacts with the verbal communication?

5. How does nonverbal communication relay stress and deception? 

6. What is the difference between kinesics, proxemics, paralanguage, territoriality, haptics, and chronemics?  

7. What is the difference between an emblem, an illustrator, and a manipulator?  Give an example of each.

8. Why are the face and eyes so important in the study of kinesics?

9. How do the eyes tell us something about remembering and creating information?

10. How does the voice relay our emotions?

11. What did we learn about communication from the study of distances (proxemics)?

12. What did we learn about the use of haptics and its impact on communication?

13. What is meant by the term chronemics?  What things might you assume about a person based on their use of time?

14. Be familiar with how territoriality, clothing, and physical attractiveness impact our interactions with and perceptions of others.

Chapter 6:  Understanding Relationships

1. How is interpersonal communication defined from a contextual viewpoint?

2. In addition to interpersonal communication, what is another name for communication between two people?
3. What is meant by impersonal communication when discussing quantity versus quality in defining an interpersonal relationship?

4. What are the two dimensions of messages in relationships?

5. What are some common concerns about using the internet to form relationships?  How would you respond to these concerns?
6. What is metacommunication? Be able to identify an example.
7. Briefly discuss the terms proximity, similarity, complementary, appearance, competence, and reciprocal attraction and rewards (Social Exchange Theory) as they impact why we form relationships with others.
8. What are the four ways intimacy can be developed in a relationship? Define and give an example of each.

9. How do males and females differ in their attempts to develop intimacy in relationships? Why can these differences cause problems?

10. How do collectivistic cultures differ from individualistic cultures in their displays of intimacy in relationships?  

11. List the 10 stages of Knapp’s Relationship Development Model?  Give a brief description of each stage.

12. What are the three types of dialectical tensions in Dialectical Model of Relationship Development?  Briefly explain each type.
13. Draw and explain Johari’s Model of self-disclosure and self-awareness.
14. Draw and explain the Social Penetration Theory/Model.
15. What is self-disclosure?  What things should a person consider before engaging in self-disclosure?  Based on our studies of true self-disclosure, give an example of self-disclosure and an example of communication that would not be considered self-disclosure.
16. In order to avoid self-disclosing some people engage in other communication tactics such as lying, hinting, and equivocation.  Briefly define altruistic lies, equivocation, and hinting?

Chapter 7: Improving Relationships

1. What is a communication climate? 

2. Briefly discuss confirming and disconfirming responses and how they impact a communication climate.
3. What is a conflict spiral? How do escalatory and de-escalatory spirals impact relationships?
4. Briefly explain and define the behaviors in Gibb’s Categories which impact the communication climate of a relationship.
5. How does understanding the concept of personality styles help in improving relationships?

6. Explain the personality inventory (Animal Kingdom) used in class.  Explain your personality style based on the characteristics of each animal type.

7. Discuss the concepts expressed struggle, perceived incompatible goals, perceived scare resources, and interdependence as they relate to an understanding of conflict.
8. Briefly define and give an example of each relational conflict style (assertion, passive-aggressive, indirect communication, aggression, nonassertive).

9. What is meant by crazymaking?  Briefly define each type of crazymaking action.

10. Briefly explain the five characteristics of an assertive message.

11. Your text discusses four methods of conflict resolution.  Briefly discuss each style and discuss things to consider when choosing the most appropriate method of conflict resolution.

12. What are the eight steps in win-win problem solving?
Chapter 8:  Groups- Criteria, Characteristics, and Types

1. Why is it important to study groups?

2. What are the criteria of groups?

3. What is the best size for a group?

4. What is the difference between a group and an individual goal?

5. What is meant by the term interdependence?

6. What are the most effective patterns of communication in groups?

7. What are ripple effects and hidden agendas as they pertain to groups?

8. How are rules different from norms as they apply to groups?

9. What are three categories of roles found in groups?

10. Be able to distinguish between learning groups, problem solving groups, social groups, and growth groups.

11. Be familiar with advantages and disadvantages of groups?

12. How can you determine whether to use a group to handle an issue?

Chapter 9:  Group Dynamics

1. How can we create cohesiveness in a group?

2. What are the advantages and disadvantages of each group communication pattern?

3. What is Power? What are the different types of power a person may possess/use?
4. What characteristics are reflective of someone who has power?
5. Be able to list and discuss the three theories of Leadership Development (trait, situational, functional) and the three Leadership Styles (democratic, authoritative, and laissez-faire).

6. According to Fiedler, how should leadership style be influenced by either a highly favorable or highly unfavorable group environment?  What is meant by highly unfavorable and highly favorable?
7. According to Hersey and Blanchard, what four things should be considered in Situational Leadership?

8. What is Groupthink and why is it a problem in group problem solving?

9. What is the difference between focus groups, panel groups, forums, and buzz groups?

10. Be able to compare and understand the value of different decision-making styles: Consensus, expert, compromise, etc.

11. What is the Reflective Thinking Process? What are the six steps?

12. What should one know when evaluating a possible solution according to the Reflective Thinking Process?

13. What is brainstorming and what guidelines should be followed so that the process is the most effective?
14. What is the Nominal Group Technique? Why might this be a group technique to use when generating solutions?
Chapter 10:  Choosing and Developing a Topic
1. What three things should you consider when selecting a topic?

2. What factors should you consider when analyzing an audience?

3. What are demographics? What things are considered demographics?
4. What is the difference in a value, a belief, and an attitude?  How are they measured?

5. What is meant by audience adaptation?  Why is it important?  How can you go about adapting a speech for the audience?
6. Define the three types of audiences – captives, passerbys, and volunteers- based on their motivation for attending the speech? How does knowing the audience motivation help in selecting and developing a topic?

7. What is the difference between a general purpose, a specific purpose statement and a thesis?   

8. What are the different general purposes for persuasive, informative, entertaining, narrative, motivational, and ceremonial/commemorative speeches? 

9. Define specific purpose and list guidelines it should follow.
10. Write out a specific purpose statement for the following example:  A classroom speech in which you explain how to do something (you choose the topic). 
11. When conducting background research for a topic, what issues should be considered? 

12. Know the difference between on-line, off-line, and primary research.

13. When is a source found on-line not an on-line source? 

14. What things should be considered when deciding if a source is current?
15. When discussing research, what is meant by the term biased? Why is this important?
16.  What do the suffixes .edu, .org.,.com.and gov .net tell us about a website?  Explain each suffix and tell us how to determine if the website is credible. Which is probably the least credible? Why?

17. Why are sources such as Wikipedia and about.com not considered good sources?

18. How could you use a source such as Wikipedia to help you conduct research?

19. What is the difference between a scholarly and a popular article?

20. What is meant by the term peer reviewed?

21. Why are reference works helpful?  

22. What are databases?

23. Turn the following purpose statement into a thesis.  “After listening to my speech, the audience members will be able to list five disadvantages of tattoos.

Vocabulary Define

· gimmick

· roast

Chapter 11: Developing your Topic

1. List the three parts of a basic speech structure?  How much time should be spent on each part?

2. What is the difference between a working outline and a formal outline?  
3.  What format is used for the works cited in this class?

4. What is a works cited?

5. What are some basic guidelines for creating a MLA Works Cited? 

6. Investigate the concept “innumerate.”  Find a source which discusses the problem with innumeracy, summarize the article, and create a citation for this source in MLA style.

7. What is an annotated bibliography?  What is meant by assessment and reflection?

8. Which patterns of organization work best for an informative speech?  Explain each type.  What is meant by a desired audience response? 

9. List in order the five steps in Monroe’s motivated sequence?  

10. List four things which should be accomplished in the introduction? 

11. What things can be used to capture the attention of the audience?  

12. How can you create goodwill/credibility/relevance in an introduction?

13. What is supporting material? Why is it important? 
14. What is a vocal citation? What things should be included in a vocal citation?  How is a quote different from a vocal citation?

15. What is an attention-getter?  Where does it come in the speech? 

16. What is a rhetorical question? Why might it make a great attention –getter?

17. What is a preview?

18. What is a clincher?
Vocabulary Define:
· Vocal Citation

· Support Devices:

1. analogies (metaphors, similes, and extended metaphors), 
2. compare/contrast, 
3. definitions 
4. examples also hypothetical, 
5. anecdotes, 
6. narration 
7. statistics, 
8. quotations

· Rule of Division

· Parallel Wording

· Transition

· Internal Summary

· Brakelight

· Signpost

Chapter 12:  Presentations

1. What is the difference between debilitative and facilitative stagefright?
2. What are some causes of debilitative stagefright and how can you combat these fears?
3. What is visualization as it pertains to handling stagefright?

4. How can you prepare mentally, physically, and academically for a speech?

5. What are the characteristics of an extemporaneous speech?
6. Briefly define and list some ways to prepare for the following types of speech delivery styles - , impromptu, manuscript, memorized.  
7.  Which delivery style is usually the best? Why?  
8. Discuss times when manuscript, memorized or impromptu speech styles are appropriate. 
9. Define articulation?

10. Define and identify types of articulation errors?

11. Why are visual aids important in a speech?  

12. What is the difference between objects, models, diagrams, and charts and graphs? When should each be used?

13. What are the advantages and disadvantages to using chalkboards/whiteboards; flip-pads/poster boards; handouts; PowerPoint?
14. What is meant by the 7X 7 rule when creating a PowerPoint?  What are some other guidelines discussed in class to create an effective PowerPoint?

15. What is the CVS prescription for creating a visual?

16. What is the FUR principle?

17. Briefly discuss appearance and eye contact and how they impact a person’s visual delivery?

18. What is the appropriate dress for this class?

19. What is rate and pitch as they relate to a speaker’s vocal delivery?
Chapter 13:  Informative Speaking

1. List the three types of informative speeches based on purpose?

2. List four types of informative speaking based on content? Give an example of each.

3.  How is informative speaking different from persuasive speaking? 

4. How should an informative purpose statement be worded?
5. Define information hunger?

6. How can a speaker make it easy for an audience to listen?

7. List two ways to emphasize key points?

8. How many points (range) should be in the body of an informative speech?
9. What do vocal citations tell the audience and why are vocal citations important? 
10. Define audience involvement and list the four ways to achieve audience involvement? 

Chapter 14:  Persuasive Speaking

1. What is persuasion?  

2. What are some characteristics of persuasion?

3. Briefly explain the social judgment theory and define anchors?

4. Define ethical persuasion.

5. List types of unethical persuasion?
6. What is a proposition?

7. What is the difference in indirect vs direct persuasion?
8. Define and give an example of each persuasive proposition-  fact, value, and policy? 

9. What is the difference between convincing and actuating?
10. Briefly explain the five steps of Monroe’s Motivated Sequence.  Be able to apply these steps from a hypothetical speech example.
11. What is evidence?  What is emotional evidence?

12. What is a fallacy?
13. Complete the worksheet identifying fallacies.  Be able to also do this on the test.

14. Briefly discuss three ways to build your credibility.
15. What is a target audience?  

16. Briefly discuss three ways to adapt to your target audience.
