Suggested Study Guide for Test One

Chapter 1: (Communication What and Why)

· Basic characteristics/definition of a competent communicator 

· Transactional model and where problems may occur 

· Different types of communication (intrapersonal, interpersonal/dyadic, small group, and public, and mass) 

· Functions of communication

· Misconceptions of communication

Chapter 10 (Choosing and developing a topic):

· Narrowing your topic and evaluating its worth

· Three types of general purposes for speeches

· Creating a specific purpose and a thesis statement

· All aspects of audience analysis and the effects of that analysis on your speech

· Nature of the occasion and its effects on your speech 

· Identifying and using resources (research) 

Chapter 11 (Organization and support):

· Formal outline structures 

· Using standard symbols for outlining 

· Organizational patterns 

· Using transitions 

· Introductions and conclusions 

· Using supporting material effectively 

· Types of supporting material

· Understand different types of visual aids (presentational aids) 

· Rules for the effective use of visual aids

Chapter 12 (Presenting your message): 

· Different delivery methods 

· Guidelines for delivery

· Facilitative and debilitative stage fright

· Sources of debilitative stage fright

· Overcoming debilitative stage fright

· Offering constructive criticism

Chapter 13 (Informative speaking):

· Difference between informative and persuasive speeches

· How to present an effective informative speech
