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Chapter 6

Gathering Materials

Suppose you want to create an entertainment system for your home or apartment. You want to select the best components (television, receiver, DVD player, speakers, and so on) you can get for the amount of money you have to spend. How do you go about it?


You can talk to people who have put together entertainment systems and ask them for advice. You can get magazines from the library or search the Internet for information. On the other hand, if you’ve purchased electronics before, you can rely on your experience and adapt it to your current needs. Since you want your system to be perfect, you gather as much information as you can before you make your purchases.


Gathering material for a speech is like gathering information for any other project. Many resources are available to you if you take advantage of them. How do you get material for your speeches? There are several ways. You can interview people with specialized knowledge on a given topic. You can do research on the Internet or in the library. Sometimes you can use yourself as a resource—whenever you have personal experience or more than average knowledge about a subject. Let’s turn first to the resource of your own experience.

Using Your Own Knowledge and Experience

Everybody is an expert on something, whether it is video games, child care, or backpacking. As we saw in Chapter 4, we often speak best about subjects with which we are familiar. This is why teachers encourage students to ​capitalize on their own knowledge and experience in developing speech ​topics.


When you choose a topic from your own experience, you may be tempted to depersonalize it by relying solely on facts and figures from books. Such outside information is almost always necessary. But supplementing it with the personal touch can really bring your speeches to life.


One student, afflicted with diabetes, chose to explain how a person can live with the disease on a daily basis. He cited statistics on the incidence of diabetes in the United States, identified symptoms of the disease, and related how it is treated. Along the way he illustrated his points by talking about his personal experiences. Here is part of what he said:


Being a diabetic presents a challenge one cannot afford to lose. On a personal note, I have tried not to let my diabetes affect my lifestyle. Last year I spent nine months traveling in Central and South America. The trip was very memorable, but I had one particularly frightening experience that quickly makes you realize just how vulnerable a diabetic is. On the fifth day of a two-week excursion down the Amazon River in Brazil, our canoe tipped, dumping everything into the river.


Although I recovered my pack, part of its contents—including my insulin—were swallowed up by the river. Without insulin I could not eat any food, for if I did, my blood sugar level would become too high and I could eventually go into convulsions, slip into a coma, and die. We returned back up the Amazon and traveled three days until we reached the first village and I could radio for more medicine. I was hot and hungry, but alive.
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This speech has color and emotion. By drawing on his own experience, the speaker conveyed his point much more meaningfully than he could have in any other way.


Even if your life stories are not that dramatic, you can still put them to work for you. After all, you are the one who was there. You did, saw, felt, heard whatever it is you are speaking about. By thinking over your past ​experiences—gathering material from yourself—you can find many supporting details for your speeches.

Doing Library Research

Some students regard the library as a place to be entered only in the most desperate circumstances. Then they take a speech class and discover that the library is not so forbidding after all. You will get many of the materials for your speeches from the library. Thus you need to know the basic techniques of doing library research. Of course, you may know them already, in which case you need only review this section of the book.


There are quick, easy, systematic ways to find whatever you need in the library. The first step is to learn your way around. Take the orientation tour offered by your library. While on the tour, you will probably receive a brief handbook or series of leaflets explaining what is in the library and how to find it. Keep this material with your class notes. It takes only a few ​minutes to read and will be helpful later.


Ultimately, the only way to become adept at library research is to do it—and to do it properly. You have five important resources for finding what you need in the library: librarians, the catalogue, periodical databases, newspapers, and reference works. We’ll look at each in turn.1
Librarians

Thanks to movies, comic strips, and television commercials, librarians have a bad image. They are typically portrayed as cold, stuffy, bespectacled figures whose main goal in life is to keep people from speaking above a whisper. In fact, most librarians are friendly men and women who can be of enormous help.


Too often students waste their time wandering aimlessly in search of a source because they are afraid to ask for assistance. They don’t want to appear stupid or to “bother” anyone. But would you be as sensitive about asking a doctor for help with a medical problem? Librarians are experts in their own field, trained in library use and research methods. If you have a question, don’t hesitate to ask a librarian. She or he can help you find your way, locate sources, even track down a specific piece of information.

The Catalogue

The catalogue lists all the books, periodicals, and other resources owned by the library. Although there are many different computer systems for library catalogues, most allow you to search for books by author, title, or subject. 

Caption:

Catalogue: a listing of all the books, periodicals, and other resources owned by a library.
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They also are set up for keyword searches, which means you can locate a book by typing in a significant word or phrase, even if that word or phrase is not part of the book’s title. The catalogue also tells you whether the book you want is available or is already checked out.


Figure 6.1 shows a sample catalogue entry for a book. As you can see, it gives quite a bit of information. The key to finding the book on the shelves is the call number. Once you have the call number, all you have to do is find the right section of the shelves (or stacks, as they are called in some ​libraries) and retrieve your book.


Periodicals are listed in the catalogue by title. Libraries usually have a special room in which they keep the latest issues of magazines and newspapers. Bound volumes of issues from past years are kept on the book shelves, where they can be located by call number. You may also be able to find the full text of specific articles through the library’s periodical databases.

Periodical Databases

Periodical databases do for articles in magazines and journals what the catalogue does for books. Just as the catalogue helps you locate specific books from among all the books in the library, a periodical database helps you ​locate specific magazine or journal articles. 

Caption:

Call number: a number used in libraries to classify books and periodicals and to indicate where they can be found on the shelves.

Caption:
Periodical database: a research aid that catalogues articles from large number of journals or magazines.

Figure 6.1 Sample Catalogue Entry for a Book

Author and title.

Place of publication, publisher, and date.

Use this call number to find the book on the shelves.
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Accessing a periodical database is as easy as using the library’s catalogue. Type the subject on which you want information in the database’s search box, and citations of articles on your subject will appear on screen. Depending on the database you are using, you may be able to call up the full text of the articles. If the full text is not available, you can use the citations to locate the articles you need on the shelves or in the periodicals section of the library.


Most databases also provide an abstract that summarizes the content of each article you access. Keep in mind, however, that an abstract is only a summary of the article, written by someone other than the original author. The purpose of the abstract is to help you decide whether the article will be of use in your speech. You should never cite an article in your speech on the basis of the abstract alone. You should always consult the full ​article.


Because each database has its own methods of finding materials, you should take time before starting your search to click the “Help,” “Tips,” or “Search Guide” button on the database’s homepage. This will bring up a screen that explains the procedures for conducting searches at different levels of specificity—basic, guided, and advanced. If you don’t check this information, you may well miss citations in the database that are important to your speech.


Altogether there are hundreds of databases, covering topics from agriculture to zoology. The exact databases you can use will depend on what is available in your library. Here are a few of the major ones you are most likely to use in preparing your speeches. They are divided into two groups—general databases and special databases. Knowing how to use them will ​benefit you long after you have finished your speech class.

General Databases

As their name implies, general databases cover a wide range of periodicals and subjects. They usually include popular magazines such as Time, Newsweek, Scientific American, Ebony, Sports Illustrated, Ms., Vital Speeches, Rolling Stone, and Psychology Today. Some of them also include academic journals and technical publications. Here are four major general databases. Odds are that your library will have at least one of them:

ProQuest Research Library. An excellent database that indexes more than 2,000 general-interest periodicals and academic journals, and ​provides the full text of articles from nearly 1,000 of them. Dates vary, but many of the full-text articles go back to 1988. Figure 6.2 (page 142) shows a sample screen from ProQuest Research Library with a typical magazine citation and abstract.

Academic Search. An extremely valuable resource that provides the full text of articles from more than 3,000 periodicals, popular and scholarly alike. It also indexes articles from The New York Times, The Wall Street ​Journal, and The Christian Science Monitor. A special feature translates articles from English to Spanish, French or German.

Reader’s Guide Full Text. The electronic counterpart of the printed Reader’s Guide to Periodical Literature, this database indexes and abstracts articles from more than 240 general-interest publications. Full-text articles are provided for 120 periodicals.

Caption:

Abstract: a summary of a magazine or journal article, written by someone other than the original author.
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Lexis/Nexis Academic Universe. Composed of roughly 5,000 legal, news, reference, and business sources, this powerful database provides full-text access to a wide range of periodicals and other sources, including television broadcast transcripts and U.S. and international newspapers.

Special Databases

Sometimes you may need more specialized information than you can find in the kinds of publications covered in general periodical databases. If so, check with your librarian, who will direct you to a special database. ​Examples include:

Business Full Text
Contemporary Women’s Issues
ERIC (Education Resources Information Center)
Ethnic Newswatch
General Science Full Text
HAPI Online (Hispanic American Periodicals Index)
Humanities Full Text
Public Affairs Information Service International
Figure 6.2 Sample Periodical Entry from ProQuest Research Library.

Citation: includes title or article, name of magazine, place of publication, date, and author.

Related subjects. Click on these for additional articles.

Abstract of article. Use this to decide whether you want to read the full text.
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Newspapers

Newspapers are invaluable for research on many topics, historical as well as contemporary. If you are looking for information from your local newspaper, your library will probably have current issues in the periodicals room. Back issues may be available on microfilm.


For national and international newspapers, consult one of the ​following databases:

ProQuest Newspapers. Indexes articles from more than 500 U.S. and ​international newspapers. Includes full-text articles for most major newspapers back to 1995.

Lexis/Nexis Academic Universe. In addition to magazine articles, Lexis/Nexis furnishes full-text articles from a large number of U.S. and international newspapers, as well as daily updates from news services such as Reuters, United Press International, and the Associated Press. (See Figure 6.3 for a sample screen from Lexis/Nexis.)

Global NewsBank. Provides full-text articles from more than 1,500 international sources, including newspapers.

Figure 6.3 Sample Newspaper Entry from Lexis/Nexis.

Newspaper and date of article.

Location and length of article.

Title and author of article.

Like most entries in Lexis/Nexis, this is a full-text article.
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Finally, you should know about Editorials on File. Although available only in print form, it contains editorials from hundreds of newspapers across the United States and is an excellent source of informed opinion on current events. Published twice monthly, it reprints nearly 5,000 editorials a year. A cumulative index makes it easy to find what you need.

Reference Works

How far is it from Los Angeles to Tokyo? What are the origins of the phrase “raining cats and dogs”? How many people in the United States die in fires each year? Who won the Academy Award for Best Actor in 1993? Which city has the highest murder rate in the U.S.?


These are all questions that could arise in the process of researching a speech. You could try to answer them by rummaging through a dozen books or thumbing through a batch of magazines or newspapers in hopes of ​finding what you need. The easy, efficient approach, however, would be to consult the library’s collection of reference works.


Reference works are usually kept in a separate part of the library called the reference section. The right reference work can save you hours of time by putting at your fingertips a wealth of information that might be difficult to locate through a database or the library catalogue. The major kinds of reference works are encyclopedias, yearbooks, dictionaries, biographical aids, atlases, and gazetteers. Here are the ones you should find most valuable in preparing your speeches.

Encyclopedias

We are all familiar with general encyclopedias such as the Encyclopaedia Britannica and the Encyclopedia Americana. They seek to provide accurate, objective information about all branches of human knowledge and are an excellent place to begin your research. Both Britannica and Americana are arranged alphabetically and issue annual supplements to update what is contained in the basic volumes. Many general encyclopedias—including ​Britannica—can also be accessed online.


In addition to general encyclopedias, there are special encyclopedias ​devoted to particular subjects such as religion, art, law, science, literature, music, education, and the like. They cover their fields in much more depth and detail than do general encyclopedias. Some of the most frequently used special encyclopedias are:

African American Encyclopedia
Asian American Encyclopedia
Dictionary of Art
Encyclopedia of Philosophy
Encyclopedia of Religion
Grove’s Dictionary of Music and Musicians
Latino Encyclopedia
McGraw-Hill Encyclopedia of Science and Technology

Caption:

Reference work: a work that synthesizes a large amount of related information for easy access by researchers.

General encyclopedia: a comprehensive reference work that provides information about all branches of human knowledge.

Special encyclopedia: a comprehensive reference work devoted to a specific subjecs such as religion, art, law, science, music, etc.
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Yearbooks

As the name implies, yearbooks are published annually. They contain an amazing amount of current information that would otherwise be all but impossible to track down. Here are three of the most valuable yearbooks:

Statistical Abstract of the United States. Published since 1878 by the U.S. Bureau of the Census and now available online as well, the Statistical Abstract is the standard reference work for numerical information on social, political, and economic aspects of American life. Among the incredible array of facts it contains are the U.S. fertility rate, labor union membership, death rates from various diseases, median family ​income by state, and so on.

World Almanac and Book of Facts. Unlike the Statistical Abstract, the World Almanac is not limited to the United States or to numerical data. Among the things you can discover in it are all the Nobel Prize winners since 1901, the most-watched television shows of the previous year, records for professional and collegiate sports, the literacy rate in Afghanistan, and the natural resources of Peru.

Facts on File. Available in both print and online versions, Facts on File is a weekly digest of national and foreign news events. It covers politics, sports, medicine, education, religion, crime, economics, and the arts. At the end of the year, all the weekly issues are published together as Facts on File Yearbook. This is an excellent place to check quickly on something that happened in a given year.

Dictionaries

There are several excellent dictionaries of the English language, including Webster’s and the American Heritage Dictionary, both of which are ​available 
Caption:
Library research is vital for most speeches. Knowing the resources available in your library and how to use them eficiently will make the research process much more productive.

Caption:
Yearbook: a reference work published annually that contains information about the previous year.
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electronically as well as in book form. If you are interested more in the history of a word than its present meaning, you should turn first to the ​Oxford English Dictionary. There are also a number of specialized dictionaries that cover a wide range of topics. Some examples are the Computer Dictionary, Black’s Law Dictionary, the Dictionary of Feminist Theory, and the Morris Dictionary of Word and Phrase Origins.
Quotation Books

The best-known collection of quotations is Bartlett’s Familiar Quotations. With more than 25,000 quotations from historical and contemporary figures, it has long been regarded as an indispensable source for speakers and writers alike. Other excellent quotation books include:

Oxford Dictionary of Quotations
Harper Book of American Quotations
The New Quotable Woman
My Soul Looks Back, ’Less I Forget: A Collection of Quotations by ​People of Color
Ancient Echoes: Native American Words of Wisdom
Fire in Our Souls: Quotations of Wisdom and Inspiration by Latino Americans
A Treasury of Jewish Quotations
All these works are indexed to help you locate quotations by subject as well as by author.

Biographical Aids

When you need information about people in the news, check the reference section, where you will find books that contain brief life and career facts about contemporary men and women. Here are some of the ones you are likely to find most useful:

International Who’s Who
Who’s Who in America
Who’s Who of American Women
Contemporary Black Biography
Dictionary of Hispanic Biography
Native American Women
Who’s Who Among Asian Americans

If you need more detailed information than these guides provide, your best bet is Current Biography. During the year it offers some 400 articles about newsworthy people all over the world. Each article is three to four pages long, 
Caption:

Biographical aid: a reference work that provides information about people.
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and the fields covered include politics, science, the arts, labor, sports, and business. At the end of the year, the articles are revised and collected alphabetically in a single volume titled Current Biography Yearbook. Articles are also available online through the Reader’s Guide Full Text database.

Atlases and Gazetteers

Atlases, of course, contain maps. But most modern atlases also include a variety of charts, plates, and tables that furnish information about the geography of states, regions, and countries. The leading all-purpose atlas is the Rand McNally Cosmopolitan World Atlas, which includes maps of the world by region, as well as maps of each state of the United States.


Gazetteers, or geographical dictionaries, follow the same alphabetical format as regular dictionaries, but all entries deal with geographical topics. The best-known gazetteer is Merriam-Webster’s Geographical Dictionary. This fascinating volume lists more than 48,000 places around the world—countries, regions, cities, islands, mountains, rivers—and gives concise facts about each. You should look here to find such things as the height of Mount Everest, the state flower of Florida, and all the places in the world named Athens.

Searching the Internet

The Internet has been called the world’s biggest library. Through it you can read electronic versions of the New York Times, the Tokyo Shimbun, and the Jerusalem Post. You can visit the great museums of Europe, browse through the Library of Congress, and get up-to-the-minute bulletins from CNN and Reuters News Service. You can access government agencies and most major corporations. You can read texts of Supreme Court decisions and of the latest bills proposed in Congress. You can check stock market prices, conduct word searches of the Bible, and find statistics on virtually every topic under the sun.


Unlike a library, however, the Internet has no central information desk, no librarians, no catalogue, and no reference section. Nor does it have a person or department in charge of choosing new materials to make sure they are of high quality. You can unearth a great deal of information on the Internet, but you cannot always find the same range and depth of research materials as in a good library. This is why experts advise that you use the Internet to supplement, not to replace, library research.


In this section, we will look at ways you can go beyond surfing the Web and turn it into a powerful research tool for your speeches. We’ll begin by looking at search aids and other resources for conducting efficient, focused inquiries. Then we’ll look at some specialized research resources that are especially valuable for classroom speeches. Finally, we’ll explain how to evaluate the reliability and objectivity of the research materials you find on the Web and how to cite them in your speeches.

Search Aids

Instead of haphazardly surfing the Web, the smart approach is to use a search aid to find exactly what you need. Because there are so many documents 
Caption:

Atlas: a book of maps.

Gazetter: a geographical dictionary.

Search aid: a program used to find information on the World Wide Web.
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on the Web, no search aid can provide a comprehensive catalogue of all of them. Each aid has its strengths and weaknesses, and each has its own procedures for in-depth searches. New search aids keep cropping up, and existing ones continue to be refined. The three major kinds of aids are search engines, metasearch engines, and virtual libraries.

Search Engines

Search engines index Web pages and scan them to find what you want. Because each works a little differently and indexes different pages, the results of any search will vary depending on the engine you use. Taken together, the major search engines cover about 40 percent of the total number of Web pages, and no single search engine covers more than 15 or 20 percent.2 Depending on the topic of your speech and the information you’re looking for, you may find exactly what you need right away. If not, don’t despair—it may well show up on another search engine.


Here are some of the major search engines currently in operation:

Google (www.google.com)

Yahoo! (www.yahoo.com)

Fast Search (www.alltheweb.com)

Teoma (www.teoma.com/)

AltaVista (www.altavista.com)

Northern Light (http://northernlight.com)


Of all these search engines, Google is the most widely used by serious researchers. About half of all Web searches in the world are performed by Google. In addition to providing access to more than 3 billion websites, it has specialized search tools devoted to images (Google Image) and news stories (Google News), and it can even translate foreign-language search results. Google is so efficient that its technology is used by other companies such as Yahoo and America Online.3 While there is no guarantee that you’ll find exactly what you need with Google, it’s a great place to start your Internet research.

Metasearch Engines

Metasearch engines are the search engines of search engines. They send your request to several search engines at the same time, allowing you to cast a broader net than is possible with a single engine. This can be a great ​advantage—especially when you are looking for something very obscure. Trying to find it by going through a number of search engines one by one would be extremely time-consuming. By using a metasearch engine, you can scan a dozen or more search engines simultaneously.


It’s important to know that metasearch engines vary in the specific search engines they cover, the number of search engines they can access at one time, the length of time they devote to searching each engine, and the number of records they can retrieve from it. If you decide to use a metasearch engine, be sure to check which engines it includes so you will know if there are others you want to access in addition.

Caption:
Search engine: a search aid that indexes Web pages and checks them for sites that match a researcher’s request.

Metasearch engine: a search aid that sends a researcher’s request to several search engines at the same time.
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There are a large number of metasearch engines. Here are four of the better ones:

Dogpile (www.dogpile.com)

MetaCrawler (www.metacrawler.com)

Ixquick Metasearch (www.ixquick.com)

ProFusion (www.profusion.com)

Virtual Libraries

Search engines help you find what’s on the Web, but few evaluate the quality of the sources they retrieve. Faced with the fact that anyone can post anything on the Internet, librarians and other information specialists are working to make it easier to locate reliable, high-quality Web resources. One result of their efforts is the creation of virtual libraries—search aids that combine Internet technology with traditional library methods of cataloguing and assessing data to create first-class research collections.4

Mostly nonprofit ventures associated with colleges or universities, virtual libraries are much smaller than commercial search engines. What they lack in size, however, they more than make up in quality. You will not retrieve nearly as many sources with a virtual library as with a commercial search engine, but you can be confident that the ones you do get have been screened for accuracy and reliability.


Virtual libraries are also valuable because they can help you locate materials that are overlooked by even the most thorough of search engines. These materials are part of what is called the invisible Web—millions of databases and other resources that, because of technological factors, are not indexed by search engines. By accessing this invisible Web, virtual libraries expand the kinds of Internet resources available to you.5

As time goes on, we can expect more virtual libraries to be developed. For now, here are seven that you may find helpful as you work on your speeches. All have clear, user-friendly systems that make searching for ​information easy and efficient.

Librarian’s Index to the Internet (www.lii.org)

Internet Public Library (www.ipl.org)

Invisible Web Directory (www.invisible-web.net)

Infomine (http://infomine.ucr.edu)

Social Science Information Gateway (www.sosig.ac.uk)

National Science Digital Library (www.nsdl.org)

Direct Search (www.freepint.com/gary/direct.htm)


Once you have selected a search aid, you will proceed by conducting ​either a keyword search or a subject search. Both methods are similar to keyword and subject searches in the library, and both are equally effective depending on the topic of your speech and the kind of information you are seeking.

Caption:

Virtual library: a search aid that combines Internet technology with traditional library methods of cataloguing and assessing data.

Invisible Web: the multitude of Web databases and other resources that are not indexed by search engines.
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Keyword Searches

When you undertake a keyword search with a search aid that you have not used before, you should start by clicking the “Help” or “Tips” button on the search aid’s homepage. The resulting screen will tell you how to use that particular aid most efficiently. This is especially important if you are using multiple words in your search. You will need a search strategy that will get you to the specific information you need.


Suppose, for example, that you are using Google to look for information about Ritalin abuse by college students. If you simply enter the word ​Ritalin in the search box, you will get a list of every document catalogued by Google that contains the word Ritalin in its index field—about 205,000 in all. Some of these will deal with Ritalin abuse on college campuses, but the vast ​majority will not. Some will explain the chemical composition of Ritalin; others will deal with Ritalin as a treatment for attention deficit disorder. You will also get links to an underground pharmacy where you can order Ritalin without a prescription, a clothing outlet that sells T-shirts with silk-screen Ritalin designs, and a festival of short plays called The Ritalin Readings. Scanning through everything to find what you need would be a daunting task.


How do you limit your search to get more manageable results? If you type Ritalin abuse in Google’s search box, you will come up with 30,200 ​citations—far fewer than the original 205,000, but still overwhelming. However, if you type “Ritalin abuse” in quotation marks, you will get only ​documents that contain the exact phrase “Ritalin abuse”—1,220 in all. 


This is much better, but it’s still too many to go through one by one. So you narrow your search still further. This time you type the following ​entry into Google’s search box:

“Ritalin abuse” + “college students”

The + sign limits the search to items that contain both sets of keywords, “Ritalin abuse” and “college students.” Bingo! This time you get a list of 135 documents, all of which deal with Ritalin abuse by college students.


If you were using a search engine other than Google, you might enter different commands. But the basic principles for doing precise, pinpointed searches are fairly similar from search engine to search engine. If you ​understand those principles, you will greatly increase your odds of finding exactly what you need for your speeches.

Subject Searches

In addition to searching the Web by keyword, you can explore it by subject. The most popular subject-based search aid is Yahoo. If you access the ​Yahoo homepage, you will find links to a number of general topic areas, ​including Business and Economy, Education, Government, Health, News and Media, Science, and Society and Culture. If you click one of these topic areas, you will get a screen with a list of subtopics. If you click one of the subtopics, you will get a screen that divides the subtopic into smaller categories. You will continue moving from screen to screen until you find the websites you want to visit.

Searching the Internet
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Exploring the Web by subject has many advantages. Suppose you need information about a bill currently being debated in the U.S. Congress. You could try to find it with a keyword search, but looking by subject would be much faster. The first step is to access the Yahoo homepage and click “Government.” The next screen will give you several options, including “U.S. Government.”


If you select “U.S. Government” from this screen and “Legislative Branch” from the next, you will come to a screen that includes “Bills” among its options. By choosing “Bills,” you will get a screen similar to that in ​Figure 6.4. Click “Search Full Text of Bills” and pick the particular bill you want from a subsequent screen. What could be easier?

Bookmarks

Whether you are searching the Web by subject or by keyword, you need to keep track of all the useful-looking resources you uncover. Otherwise, you may never find them again. 


As a library book or periodical is identified by its call number, an Internet site is identified by its URL (Uniform Resource Locator), which is often referred to as the site’s “address.” Once you find an Internet site that looks as if it may be relevant to your speech, you should record its URL in your preliminary bibliography (see page 164 for a sample bibliography entry for an Internet document). If you are doing your research at an on-​campus computer center, you can write the site’s URL by hand. A better method, however, is to use the computer’s copy-and-paste function to transfer the URL to a floppy disk. This way you avoid the possibility of handwriting ​errors and ensure that the URL is recorded with absolute accuracy.6
Figure 6.4

Caption:

URL (Uniform Resource Locator) The string of letters of numbers that identifies a website’s address.
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If you have your own computer, you can record the URL by using your browser’s “Bookmark” or “Favorites” feature. In Microsoft Explorer, for example, you will see the word “Favorites” at the top of the screen. If you click that word, one of your choices in the resulting menu will be “Add to Favorites.” By clicking “Add to Favorites,” you will automatically store the URL of the website currently on your screen. Not only does this give a record of the URL for your bibliography, but you can revisit that same site ​whenever you want simply by calling it up from your list of favorites.

Specialized Research Resources

Search aids are extremely helpful, but they are not the only vehicles for finding information on the Web. Because the Web is so vast, you may find it helpful to have a brief list of stable, high-quality websites that you can turn to with confidence in case a search aid doesn’t turn up what you’re looking for. In compiling the following list, I have concentrated on the kinds of sites that are most likely to be helpful as you work on your speeches.


Given the dynamic nature of the Internet, some sites may change their addresses by the time you read this book. If they do, you will probably find a new address at the old URL. If there is no new address, use a search engine to look for the site by name. (It’s possible, of course, that a site will cease to exist, but most of those listed below should be around for some time.)

Caption:

Bookmark: a feature in a Web browser that stores links to websites so they can be easily revisited.

Caption:

Researching on the Internet has many advantages, especially if you learn how to conduct efficient, focused searches tha lead you to high-quality sources of information.
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Government Resources

One of the great strengths of the Internet as a research tool is the access it provides to government documents and publications. Whether you are looking for information from a federal bureau in Washington, D.C., or from a state or local agency, chances are you can find it by starting your search at one of these websites:

FirstGov (www.firstgov.gov). The official U.S. gateway to all government information. Provides connections to more than 50 million Web pages from federal, state, local, and tribal governments, as well as from foreign nations around the world. A powerful search engine helps locate information quickly and accurately. 

Federal Web Locator (www.infoctr.edu/fwl). One-stop shopping site for federal government information on the Web. Contains links to all major U.S. government websites, including Congress, the White House, the FBI, the Department of Education, the Food and Drug Administration, the Centers for Disease Control and Prevention, and the Environmental Protection Agency.

State and Local Government on the Net (www.statelocalgov.net/
index.cfm). Provides links to all 50 state governments, to Guam, Puerto Rico and other U.S. territories, and to cities and towns throughout the nation. Whether you’re looking for the police department in Soldotna, Alaska, or the mayor’s office in New York City, this is the website for you.

Reference Resources

The Internet cannot take the place of your library’s reference section, with its encyclopedias, yearbooks, biographical aids, and the like. But it does contain a number of sites that can come in handy when you need a reference source. These sites include:

Virtual Reference Collection (http://libraries.mit.edu/research/virtualref.
html). Offers links to a wide range of online reference sources, ​including encyclopedias, yearbooks, dictionaries, atlases, and biographical guides. A great spot as well for finding phone numbers of people and organizations around the world.

Galaxy Quotation (http://galaxy.einet.net/galaxy/Reference/Quotations.
html). A comprehensive roster of links to collected quotations on the Web. Includes everything from Shakespeare to an electronic version of Bartlett’s.

World Factbook (www.odci.gov/cia/publications/factbook/index.html). Published annually by the U.S. Central Intelligence Agency, the World Factbook is a rich compendium of information on every country in the world. Topics include people, government, economy, communication, transportation, and transnational issues.

Statistical Abstract (www.census.gov/pub/statab/www). Provides frequently requested tables and other selected data from the annual Statistical Abstract of the United States. Despite being less comprehensive than the printed Statistical Abstract, it is an excellent site for quantitative information on life in the U.S.

Caption:

You can link to the websites identified on this page at www.mhhe.com/lucas8.

Online Learning Center
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News Resources

The Web is a superb place to find information about news and current events. Not only are Time, Newsweek, U.S. News and World Report, and many other leading magazines available online, but there is a growing roster of periodicals that exist only in electronic form. In addition, most U.S. newspapers have their own websites—as do the major television news organizations. You can access any given publication or network by looking for it by name with a search engine, or you can go through one of the sites listed below.

Google News (http://news.google.com). Presents information culled from 4,000 news sources worldwide. Coverage is updated throughout the day, and a lightning-fast search engine allows you to find just what you need. The Web’s most comprehensive source for up-to-the-minute news ​coverage.

NewsDirectory.com (www.ecola.com). Offers links to hundreds of magazines, newspapers, and television stations in the U.S. and around the globe. Has an excellent search engine and also provides access to ​campus papers from American colleges and universities.

Columbia Newsblaster (www.cs.columbia.edu/nlp/newsblaster/). Provides summaries of major daily news articles from a wide range of sources. An extensive archive makes it easy to access past articles from specific dates.

Multicultural Resources

As its name implies, the World Wide Web is a global phenomenon, and it mirrors the internationalism and diversity of our modern age. If you are speaking on a topic with multicultural dimensions, you may find help at one of the following sites:

Yahoo! Regional (www.yahoo.com/Regional/). A great starting point that offers links to scores of countries and regions around the world, as well as to all 50 states of the U.S.

WWW Virtual Library: American Indians (www.hanksville.org/
NAresources). Comprehensive, well-organized resource with hundreds of links to sites dealing with Native American history, language, culture, education, health, art, and the like.

Asian American Resources (www.ai.mit.edu/people/irie/aar/). Provides links to scores of websites that feature topics, writings, and organizations of special interest to Asian Americans.

Latino/Hispanic Resources (www-rcf.usc.edu/~cmmr/Latino.html). Main​tained by the University of Southern California’s Center for Multilingual, Multicultural Research, this outstanding site provides links to a treasure trove of resources devoted to Latino- and Latina-related ​issues.

African American Web Connection (www.aawc.com). Award-winning website that deals with all aspects of African-American life, including history, business, politics, and religion. Also provides links to organizations such as the National Urban League, the Congressional Black Caucus, and the NAACP.

Caption:

You can link to the websites identified on this page at www.mhhe.com/lucas8.
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Of course, there are thousands of other useful websites. But the ones discussed above, in conjunction with one of the Web’s search aids, should help get your research off to a good start.

Evaluating Internet Documents

When you do research in a library, everything you find has been evaluated in one way or another before it gets to you. Books, magazines, and journals have editorial procedures to determine whether a given work should or should not be published. Once a work is published, it has to be approved by the acquisitions staff for inclusion in the library.


The Internet, of course, is a very different story. The most trusted resources on the Web are those derived from printed works—government records, newspaper articles, research reports, and the like. But most Web documents exist only in electronic form. Of these, few have gone through the kind of editorial review that is designed to ensure a basic level of reliability in printed works. The Web is “the largest self-publishing experiment in history.”7 Anyone with a computer and access to the Internet can share his or her opinions with a discussion group, publish an electronic newsletter, or create a personal Web page. Charlatans, extremists, and malcontents circulate their ideas on equal footing with CNN, the Library of Congress, and Nobel Prize winners. Never has the adage been more true than when applied to the Internet: “Don’t believe everything you read.”8

In Chapter 7, we will discuss how to judge the soundness of supporting materials in general. Here we look at three criteria you can use to help distinguish between the jewels and the junk on the Internet.9
Authorship

Is the author of the Web document you are assessing clearly identified? If so, what are his or her qualifications? Is the author an expert on the topic? Can her or his data and opinions be accepted as objective and unbiased? Just as you should not cite a book or magazine article without identifying the author and his or her credentials, so you should not cite an electronic work in the absence of this information.


In a book or magazine article, information about the author is usually fairly easy to find. Too often, however, it is not made available on the ​Internet. If you can’t find information about the author in the document ​itself, look for a link to the author’s homepage or to another site that may explain the author’s credentials. Some Internet documents include the author’s e-mail address, which you can use to request further information.


Often you can learn about an author by typing her or his name in the Google search box. If the author is an accepted authority on the subject, there’s a good chance Google will turn up information about their ​credentials, publications, and affiliation. If that doesn’t work, trying checking one of the printed biographical aids discussed earlier in this chapter (pages 146–147).

Sponsorship

Many Web documents are published by business, government agencies, ​public-interest groups, and the like rather than by individual authors. In such cases, you must judge whether the sponsoring organization is impartial 
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enough to cite in your speech. Is the organization objective in its research and fair-minded in its statements? Is it economically unbiased with regard to the issue under discussion? Does it have a history of accuracy and ​nonpartisanship?


Over the years, some organizations have developed strong reputations for their expertise and objectivity. Many of these are public-interest groups such as Consumers Union, Common Cause, and the American Cancer Society. Others include the National Archives, the Centers for Disease Control, and similar government agencies. Private think tanks such as RAND, the Cato Institute, and the Brookings Institution often have definite political leanings, but are usually well respected for the quality and substance of their research.


On the other hand, you need to be wary of groups that sound respectable but in fact are not. Don’t let a fancy-sounding name trick you into accepting a sponsoring organization’s credibility at face value. For example, the World Internet News Distributary Source sounds like a nonpartisan news service. In fact, it has been categorized by Yahoo as a white pride and racialist group, and it refuses to identify the names or credentials of the authors who write under its sponsorship. 


One way to way to gauge the credibility of a website is to look at the last three letters of its URL. These letters identify whether the website is maintained by a government agency (gov), an educational institution (edu), a nonprofit group (org), or a commercial organization (com or net). 


You can also check the “About” or “Welcome” link on the sponsoring organization’s homepage. Often the resulting screen will identify the site’s founders, purpose, or philosophy. If the homepage does not contain an “About” or “Welcome” link, this may be a sign that the sponsoring organization is less than forthright and does not meet the necessary standards of objectivity and expertise. 


What do you do if you can’t verify the credentials of an author or ​identify a credible sponsoring organization for an Internet document? The answer is easy: Don’t use the document in your speech! In this regard, the same standards apply whether you are dealing with a printed work or an electronic one.

Recency

One of the advantages of using the Internet for research is that it often has more recent information than you can find in print sources. But just because a document is on the Internet does not mean its facts and figures are up-to-the-minute.


The best way to determine the recency of an Internet document is to look for a copyright date, publication date, or date of last revision at the top or bottom of the document. If you are using a source located through a ​virtual library, you can usually be confident of its currency, as well as its objectivity and reliability. Government and academic sites almost always ​include the date on which the site was last updated. 


Once you know the date of the document, you can determine whether it is current enough to use in your speech. This is especially important with regard to statistics, which you should never cite from an undated source, 
Caption:

Sponsoring organization: an organization that, in the absence of a clearly identified author, is responsible for the content of a document on the Internet.
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whether in print or on the Internet. If you can’t find the date on which a Web document was created or last modified, you should search for another work whose recency you can verify.

Citing Internet Sources

Careful listeners are skeptical. They keep an ear out both for the speaker’s information and for the sources of that information. Whether your research is based primarily on the Internet or on print works such as books, newspapers and magazines, you need to identify the sources of the facts, figures, and testimony you cite in your speeches.


One step in identifying your sources is to include them in your speech bibliography. As you prepare your bibliography, don’t forget to mention the Internet sources, as well as the print sources, that you used in preparing the speech. When citing Internet sources, include the same information you provide for print works—author, title, date of publication, and the like. You should also include the URL for each Internet document, plus the date on which you accessed the document.


On CD 1, you will find a complete set of sample bibliography citations for various kinds of Internet sources formatted according to American Psychological Association (APA) and Modern Language Association (MLA) guidelines. Check these formats and follow the one your instructor ​specifies for your class.


In addition to including Internet sources in your speech bibliography, you need to cite them in the speech itself so listeners will know what those sources are. It would take far too much time if you recited orally the full citation as written in your bibliography. On the other hand, you should not simply say, “As I found on the Web,” or “As the Internet states.”


If you are citing the testimony of a specific person, you should identify her or him and the website on which you found the testimony. If you are citing an organization rather than an individual, you need to provide the name of the organization. Here, for example, are two Internet citations from student speeches. The first is from an informative speech about sign ​language: 


Some people think that sign language is a primitive substitute for spoken language, but in fact sign language is just as rich and expressive as spoken language. For example, Karen Nakamura states in the online Deaf Resources Library that American Sign Language “should not be considered in any way to be a broken, mimed, or gestural form of English.” According to Nakamura, ASL is a complex, full, and natural language in its own right, with “its own beautiful grammar.”

The second is from a persuasive speech urging the audience to become blood donors:


According to the American Red Cross Web pages, where I obtained an enormous amount of information, in the United States alone someone undergoes a blood transfusion once every three seconds, which amounts to 3,000 gallons of blood every hour, day and night.

In both cases, the speaker makes clear exactly where she obtained her information. You should do the same when citing Internet sources in your speeches.

Caption:
Go to the Bibliography Formats for a complete set of sample APA and MLA citations.

CD 1: Bibliography Formats

View these excerpts from Leah Pogoriler, “Sign Language,” and Jennifer Conard, “The Ultimate Gift.”

CD 1: Video 6.1
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Interviewing

Most people think of interviewing in terms of job interviews or conversations with celebrities. But there is another kind of interview—the research (or investigative) interview. Among journalists it is a time-honored way to collect information. It is also an excellent way to gather materials for speeches.


Suppose you are explaining the latest advances in personal computers. Why not contact a local computer dealer as one source of information? Or suppose you are dealing with the problem of binge drinking among college students. Why not get in touch with the dean of students to find out the situation at your school? Once you begin to think about the possibilities, you will discover many people on your campus and in your community who can contribute to your speeches.


When done well, interviewing (like many things) looks deceptively easy. In practice, it is a complex and demanding art. So before you dash off to conduct your interviews à la Larry King or Barbara Walters, you should understand a few basic principles of effective interviewing. They fall into three groups—what to do before the interview, what to do during the interview, and what to do after the interview.


To illustrate, we’ll follow the entire interview process for a ​hypothetical speech about current issues in college athletics.

Before the Interview

Just as the outcome of most speeches is decided by how well the speaker prepares, so the outcome of most interviews is decided by how well the interviewer prepares. Here are five steps you should take ahead of time to help ensure a successful interview.

Define the Purpose of the Interview

You have done Internet and library research about current issues in college athletics and have begun to grasp the major points of view fairly well. At this stage you think it would be helpful to get the perspective of someone involved with the athletic program at your school. You get some ​information from the newspaper and some more from the athletic department’s website. But you still have many questions. You decide the only way to get answers is to interview someone associated with the athletic program. In that decision you have begun to formulate a purpose for the interview.

Decide Whom to Interview

There are several possibilities—players, coaches, administrators. You elect to start at the top—with the athletic director. Isn’t that a bit presumptuous? Why not begin with someone a little further down the line—an assistant director or a coach, for instance? You could. But in dealing with administrative organizations, it is usually best to go to the leaders first. They are likely to have a broad understanding of the issues. And if you need more specific 
Caption:
Research interview: an interview conducted to gather information for a speech.
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information than they have, they can get it for you or put you in touch with the right person.

Arrange the Interview

Because the athletic director is a very busy person, you work out a plan for setting up the interview. Knowing that it’s easier to brush someone off over e-mail or the telephone than in person, you go to the athletic office to request the interview. You introduce yourself, identify your exact purpose, and explain why the interview is important. The athletic director agrees, and you set up the interview for three days later.


(You are astonished to get the interview, but you shouldn’t be. Nearly everyone likes to be interviewed. If you conduct yourself well, the person you ask is likely to cooperate.)

Decide Whether to Record the Interview

The major advantage of recording an interview is that it gives you an exact record of the interview that you can check later for direct quotes and important facts. Even if you use a recorder, however, you should still take notes by hand in case the recorder malfunctions. 


Some interviewees are not comfortable being recorded. If that’s the case in your situation, you will need to rely solely on your handwritten notes. Whatever you do, never smuggle a recorder in without the knowledge or consent of the person being interviewed. Not only is it unethical to do so, but the interviewee is bound to find out and you will cause yourself far more trouble than you had hoped to avoid.

Prepare Your Questions

You now face the most important of your preinterview tasks—working out the questions you will ask during the interview. You should devise questions that are sensible, intelligent, and meaningful. Here are some types of questions to avoid:
• Questions you can answer without the interview. (How many sports does your school offer? What is the size of its athletic budget?) Queries like these just waste the subject’s time and make you look foolish. Research this information yourself before the interview.

• Leading questions. (Opinion polls show that most Americans believe athletics today have little relation to the academic purposes of a college education. You do think it’s a problem, too, don’t you?)

• Hostile, loaded questions. (I think it’s disgraceful that many schools spend gobs of money on salaries for football and basketball coaches. Don’t you think good teachers for all students are more important than coaches for a few athletes? What do you say to that, hmmm?)


You need not shy away from tough questions; just phrase them as neutrally as possible and save them until near the end of the interview. That way, if your interviewee becomes irritated or uncooperative, you’ll still get most of the information you want.
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When you are finished preparing, you should have a set of direct, specific, reasonable questions, such as the following:

• Recent studies have shown that most colleges—large and small—lose money on athletics. You were quoted last month as saying that our athletic department faces a potential deficit next year. What plans are there to deal with it? 

• Do you agree with those who say that college sports are too commercialized? If so, what do you think should be done to solve the problem?

• What is your position on raising eligibility requirements and penalizing schools that do not maintain acceptable graduation rates for ​athletes?

• Maintaining gender equity is a major issue in college athletics. How do you think large schools will fund programs for women if there is a ​reduced emphasis on revenue-producing sports such as football and ​basketball?

• In an ideal world, what do you believe should be the role of athletics on a college campus? Do you think we will be closer to that ideal in 10 years than we are today?


Although some experienced journalists conduct interviews with only a few key-word notes on the areas to be covered, you want to be sure not to forget anything during the interview. So you arrange your questions in the order you want to ask them and take the list with you to the ​interview.

During the Interview

Every interview is unique. Just as a speaker adapts to the audience during a speech, so must an interviewer adapt to the person being interviewed. Because the session will seldom go exactly as you plan, you need to be alert and flexible. Here are several steps you can take to help make the interview proceed smoothly.

Dress Appropriately and Be on Time

The athletic director has a busy schedule and is doing you a favor by agreeing to an interview, so you make every effort to show up on time. Since the interview is a special occasion, you dress appropriately. This is one way of telling the athletic director that you regard the interview as serious business. In return, he or she is likely to take you more seriously.

Repeat the Purpose of the Interview

The athletic director invites you into the office; you exchange a few introductory remarks. Now, before you plunge into your questions, you take a moment to restate the purpose of the interview. This refreshes the athletic director’s memory and gives the interview a sharper focus. You are more likely to get clear, helpful answers if your subject knows why you are following a certain line of questioning.

Interviewing
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Set Up the Recorder, If You Are Using One

If your subject has agreed to being recorded, keep one principle in mind: the recorder should be as casual and inconspicuous as possible. Don’t thrust the microphone into your subject’s face. Don’t fiddle endlessly with the ​machine. You should have practiced in advance to make sure you understand how the recorder works. Set up the recorder, turn it on, and then try to ignore it for the rest of the interview. With luck, your subject will ignore it too.

Keep the Interview on Track

Your goal in the interview is to get answers to the questions you have prepared. Suppose, however, that in answering one of your questions, the athletic director brings up an important point that is not covered anywhere on your list of questions. Rather than ignoring the point, you decide to veer slightly from your prearranged list to pursue the new issue. You pose a couple questions about it, get helpful answers, then keep the interview on track by returning to your list of prepared questions.


This is pretty much how things go throughout the interview. You pursue new leads when they appear, improvise probing follow-up questions when called for, then lead on again in an orderly fashion. When the interview is over, you have answers to all your prepared questions—and a lot more.

Listen Carefully

During the interview, you listen attentively to the athletic director’s answers. When you don’t understand something, you ask for clarification. If you are not using a recorder and you hear a statement you want to quote ​directly, you ask the athletic director to repeat it to make sure you get it exactly right. 
Caption:

Interviewing people with expertise on your speech topic can provide valuable information. When conducting an interview, be sure to listen attentively and to take accurate notes.
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Chances are the athletic director will have been misquoted more than once in the press, so he or she will be happy to oblige.

Don’t Overstay Your Welcome

Try to keep within the stipulated time period for the interview, unless your subject clearly wants to prolong the session. When the interview is over, you thank the athletic director for taking the time to talk with you.

After the Interview

Although the interview is over, the interviewing process is not. You must now review and transcribe your notes.

Review Your Notes As Soon As Possible

When you leave the athletic director’s office, the interview is fresh in your mind. You know what the cryptic comments and scrawls in your notes mean. But as time passes, the details will become hazy. Don’t let something like this true story happen to you:


Years ago, a prominent woman—writer and diplomat—was being interviewed by a young reporter. Among other things, the reporter asked about hobbies and leisure ​activities. The woman replied that she enjoyed skeet shooting and raised Siamese cats. The reporter scribbled in her notes “shoots” and “cats”—but didn’t bother to put a comma or a dash between the words. The interview was published. And ever since, that ​prominent woman has been trying to live down the reputation that she “shoots cats.”


In reviewing your notes, try to concentrate on two things—discovering the main points that emerged during the interview and pulling out specific information that might be useful in your speech.


The best way to locate the main points is to decide what you would answer if someone asked you to summarize the interview in one minute or less. As you look through your notes, you see three ideas that surface over and over in the athletic director’s comments: (1) Maintaining adequate funding for a full slate of men’s and women’s sports is the major challenge facing athletic departments throughout the country; (2) Division I football and basketball have become highly commercialized, but the revenue they provide is crucial to funding the rest of the athletic program; (3) Tougher academic standards for eligibility and progress toward graduation would ​benefit athletes and schools alike as long as the standards are fairly determined and consistently applied.


As you review the interview, you also seize on several specific items—figures, anecdotes, quotations—that look promising as supporting materials for your speech. If any of them are unclear, call the athletic director to make sure you have the facts right.

Transcribe Your Notes

Once you settle on the most important ideas and information from the ​interview, you should transcribe that material so it is in the same format as the rest of your research notes (see pages 165–167). By putting all your research notes in a consistent format, you can arrange and rearrange them ​easily when you start to organize your speech.10
Tips for Doing Research
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Few people regard doing research as one of life’s great joys. There are ways, however, to make it less tedious and more productive. Here are four ways that are guaranteed to help.

Start Early

The biggest mistake students make when faced with a research project is waiting too long to begin. The longer you wait, the more problems you will encounter. You may find that a vital book has been checked out of the library or that you no longer have time to arrange a crucial interview. Starting early also eases the tension of completing an assignment. Instead of sweating under intense time pressure, you can work at your convenience. No matter what kind of research you do, you can be sure of one thing. It will always take longer than you expect. So get started early and avoid the pitfalls that come from procrastinating.


Starting early also gives you plenty of time to think about what you find. In researching, you will collect much more material than you will actually use in the speech. Preparing a speech is a little like constructing a jigsaw puzzle. Once you gather the pieces, you have to decide how they fit together. The more time you give yourself, the more likely you are to get the pieces to fit just right.

Make a Preliminary Bibliography

In your research, you will run across the titles of books, magazine articles, Internet documents, and so on that look as if they might contain helpful ​information about your speech topic. Enter each item you find in your ​preliminary bibliography.


For books, record the author, title, place of publication, publisher, date of publication, and call number. You may also want to include a brief comment indicating why the book may be valuable for your speech. Figure 6.5 shows a preliminary bibliography entry for a book.

Caption:
Preliminary bibliography: a list compiled early in the research process of works that look as if they might contain helpful information about a speech topic.

Figure 6.5 Preliminary Bibliography Entry for a Book
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For magazine articles, record the author, title of the article, name of the magazine, date of publication, and page numbers. You should also indicate where you can find the full text of the article—computerized database or call number in the library shelves. As with book entries, you may also want to include a note to yourself about the article. Figure 6.6 shows a preliminary bibliography entry for a magazine article.


For Internet documents, cite the author or sponsoring organization, title of the document, date of Internet publication or of latest update, URL, and the date on which you accessed the document. Figure 6.7 shows a ​preliminary bibliography entry for an Internet document.


One important point needs to be stressed. You should include in your preliminary bibliography each book, article, Internet document, and the like that looks as if it could be helpful in preparing your speech. As a result, you may well have 15 or 20 works in your preliminary bibliography. But remember that you have not yet examined those works. Of the 15 or 20 preliminary sources, only 7 or 8 are likely to be of much use in drafting the speech. It is an inevitable fact of research that you must sift through 
Figure 6.6 Preliminary Bibliography Entry for a Magazine Article.

Figure 6.7 Preliminary Bibliography Entry for an Internet Document.
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many sources to find what you need. If you prepare a skimpy preliminary ​bibliography, you may well end up with a skimpy speech.


As we mentioned earlier in this chapter, there are two major formats for citing documents in a bibliography. One comes from the Modern Language Association (MLA), the other from the American Psychological Association (APA). If you have questions about either, you can find a full set of sample citations on CD 1 for all manner of sources—including Internet documents, books, magazine articles, interviews, even television programs. Be sure to check with your instructor to see if she or he has a preference for which format you should use in your bibliography.

Take Notes Efficiently

Asia Marshall started her speech preparation with the best of intentions. She was excited about her topic, “Great Women of Jazz,” and she logged on to the Internet to begin researching the same day the assignment was announced. She found several interesting sources and took some notes about them. That evening she checked out a book about Billie Holiday and brought it back to her room. The book was so interesting that she read it straight through. She didn’t bother taking notes because she was sure she’d remember it all. The next day she stopped by the reference section of the library to look through the Encyclopedia of Jazz and jotted a few notes about it on the back of her speech syllabus.


Then Asia remembered she had a test in another class. Somewhat panicked, she put aside her speech research to study for the test. When she got back to working on the speech, the deadline was only four days away. She dug out the notes she had made, but what did they mean? Most of them were far too brief to be of much help. One said, “Medford—important!!!” But who or what was Medford? An author? A musician? Or could it be a place? Asia had thought she’d remember all about the Billie Holiday book, but without notes it was mostly a blur by now. With a sense of doom, she faced up to the fact that she would have to start over—and finish in four days.


Sound familiar? This has happened to almost everyone at least once. But once is enough. There is a better way to take research notes. Here is a method that has worked well for many students:

Take Plenty of Notes

Few things are more aggravating than trying to recall some bit of information you ran across in your research but neglected to record. You might have said to yourself, “That’s sort of interesting, but I don’t know whether it’s ​important. I’ll remember it if I need it.” Now, of course, you don’t remember it exactly. Worse yet, you don’t remember where you read it. So you log back on to the Internet or head back to the library hoping you can relocate the information. Even if you do find it, you have wasted a lot of time.


The moral is clear: If there is even an outside chance that you may need a piece of information, make a note of it. This will take a little extra time in the short run, but in the long run it can save you much grief.

Record Notes in a Consistent Format

You should use the same format for all your research notes, whether they come from Internet sources, library documents, or personal interviews. In each case, record the note, the source of the note, and a heading indicating the subject of the note (see Figure 6.8, page 166).

Go to the Bibliography Formats for a complete set of sample MLA and APA citations.

CD 1: Bibliography Formats
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The importance of the subject heading cannot be overemphasized. It is the first step to more efficient note taking. By telling you at a glance what each note is about, it will greatly simplify the task of organizing your notes when you start to compose the speech. Once you start using subject headings, you’ll see how helpful they can be.

Make a Separate Entry for Each Note

Many students try to record all the information from one source on a ​single note. This is not an effective procedure because it makes your notes almost impossible to review and organize. A better approach is to make a separate note for each quotation or piece of information you record. Although you may end up with several notes from the same document, you will find that this approach allows you to keep better track of your research.

Distinguish Among Direct Quotations, Paraphrases, and Your Own Ideas

As we saw in Chapter 2, it’s easy to plagiarize accidentally by not taking ​careful research notes. As you do research for your speeches, be sure to use quotation marks whenever you copy the exact words of a source. If you ​paraphrase, rather than quote verbatim, don’t forget to include the source when you record the note. By keeping track of quotations and paraphrases, you will be able to separate your own words and ideas from those of other people. This will help you avoid the trap of inadvertent plagiarism when you put your speech together.

Use Index Cards If You Write Notes by Hand

One of the most challenging parts of research is keeping track of all the information you find and being able to organize it quickly when you start to compose your speech. If you take notes on a computer, you can cut and paste quotations, statistics, and the like to get them in the order you want. If you are taking notes by hand, however, you need a method that will let you rearrange your notes as easily as if you were working on a computer.
Figure 6.8 Sample Research Note.

Subject heading.

Abbreviated author and title reference. Full citation is on the Bibliography card.

This note is taken as a direct quotation.
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The best solution is to use index cards. Most people prefer the 4
3
6 or 5
3
8 size. They are large enough to hold quite a bit of information, yet they can be sorted easily when you start to organize your speech. If you write your research notes by hand and haven’t used index cards before, give them a try. You may be surprised at how much time and frustration they save.

Think About Your Materials as You Research

Students often approach research as a mechanical routine that simply ​involves gathering the materials to be used in a speech or paper. But when done properly, research can be extremely creative.


If you think about what you are finding in your research, you will see your topic just a little bit differently with each note you take. You will find new relationships, develop new questions, explore new angles. You will, in short, begin to write the speech in your head even as you do the research. As you learn more about the topic, you will formulate a central idea, begin to sketch out main points and supporting points, experiment with ways of organizing your thoughts. You may even change your point of view, as did this student:


Francesca Lopez began her speech preparation with this central idea in mind: “Wild animals make more interesting pets than dogs and cats.” She went about her research conscientiously, spending many hours online and in the library. In the process, she came upon some disturbing information about the capture of wild animals. She read that young chimpanzees and other apes were literally snatched out of their mothers’ arms, and that the mothers were afterward heard to cry almost like humans. Back in her room that night, Francesca couldn’t get her mind off the baby chimpanzees.

Caption:

To take researh notes efficiently, record them in a cosistent format, make a separate entry for each note, and distinguish among direct quotations, paraphrases and your own ideas.
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The next day Francesca found some more disturbing material. One source told about the extraordinarily high death rate of wild animals during shipment to the United States. Again, that night, Francesca brooded about the young animals ​dying of fear and cold in the cargo holds of airplanes.


By the time she finished her research, Francesca’s central idea was completely different. When she spoke, her central idea was, “The importation of wild animals for use as pets is inhumane.”


This is an example of creative research—and of critical thinking. Francesca kept her mind open, read everything she could find about her topic, and thought seriously about what she found. Because of this thoughtful approach, she changed her mind.


Your own speech preparation may not cause you to reverse your position, but it should give you new insights into your topic. If you approach research in this way, you may well find that the time you spend researching is the most productive of all the time you devote to preparing your speech.11
Summary

Gathering materials for a speech is like gathering information for any project. Many resources are available if you take advantage of them. When you have personal experience or more-than-average knowledge about a topic, you can use yourself as a resource. Most of the time, however, you will need outside information, which you can get in the library, on the Internet, or by interviewing people with specialized information about your topic.


Finding what you need in the library is largely a matter of knowing how to search for information. The catalogue lists all the books, periodicals, and other resources owned by the library. Databases help you find articles in magazines, journals, and newspapers. The reference section contains a wealth of resources—including encyclopedias, yearbooks, dictionaries, ​biographical aids, and gazetteers. If you have trouble finding something, don’t hesitate to ask a librarian.


When researching on the Web, you should use a search engine, a metasearch engine, or a virtual library to find exactly what you need. Keyword or subject searches can be equally effective depending on the topic of your speech and the kind of information you need. Given the lack of editorial review for most documents on the Web, it is especially important to evaluate the authorship, sponsoring organization, and recency of the research materials you find there. It’s also vital to cite Internet sources fully, clearly, and consistently in your bibliography and in the speech itself.


You can also get information by conducting a personal interview with someone on campus or in the community. Before the interview, you should define its purpose, decide whom you are going to interview, and make an appointment with that person. You should also prepare the questions you are going to ask during the interview. Once the interview begins, be sure to keep it on track, to listen attentively, and to take accurate notes. Afterward, review and transcribe your notes as soon as possible, while they are still fresh in your mind.

Review Questions
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No matter what sources you draw upon in gathering information, your research will be more effective if you start early and make a preliminary bibliography to keep track of all the books, articles, and Internet ​documents that look as if they might be helpful. By learning to take research notes ​effectively, you will save yourself time and energy every step of the way. And if you think about your materials as you research, you may find that gathering materials is the most creative part of your speech ​preparation.
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Review Questions

After reading this chapter, you should be able to answer the following questions:

1. Why is it important to draw on your own knowledge and experience in gathering materials for your speeches?

2. What are five important resources for finding what you need in the ​library?

3. What are the differences among search engines, metasearch engines, and virtual libraries? How can you use each to find information systematically on the Internet?

4. What are three major criteria for evaluating the soundness of research materials that you find on the Web?

5. What are the three stages of interviewing? What should you do as an ​interviewer in each stage to help ensure a successful interview?

6. Why is it important to start your speech research early?

7. What is a preliminary bibliography? Why is it helpful to you in ​researching a speech?

8. What five things should you do to take research notes efficiently?

Review these terms by doing the Chapter 6 crossword puzzle at www.mhhe.com/lucas8.

Online Learning Center

For further review, go to the Study Questions for chapter.

CD 1: Study Questions

170
CHAPTER 6

Gathering Materials
Exercises for Critical Thinking

1. Using one of the general periodical databases discussed on pages 141–142, find three magazine or journal articles on the topic of your next speech. Prepare a preliminary bibliography entry for each article. Read the full text of the articles and assess their value for your speech.

2. Using one of the news databases discussed on pages 143–144, find three newspaper articles on the topic of your next speech. Prepare a preliminary bibliography entry for each article. Read the full text of the articles and assess their value for your speech.

3. Using the procedures for keyword searches explained on page 150, find three Internet documents on the topic of your next speech and prepare a preliminary bibliography entry for each document. Assess all three documents in light of the criteria discussed on pages 155–157 for evalu​ating Internet documents. Be specific.

4. Plan to conduct an interview for one of your classroom speeches. Be sure to follow the guidelines presented in this chapter for effective interviewing. Afterward, evaluate the interview. Did you prepare for it adequately? Did you get the information you needed? What would you do differently if you could conduct the interview again?

5. This exercise is designed to give you firsthand experience with some of the major reference works discussed on pages 144–147. Your task is to answer each of the following questions. Some of the questions indicate where you will find the answer, and some do not. If necessary, look back through the chapter to see in which reference works you are most likely to find the answers. For each question, record both your answer and where you found it.

Example
Question:
Who said, “Who knows what women can be when they are finally free to become themselves”?

Answer:
Betty Friedan said, “Who knows what women can be when they are finally free to become themselves.” Bartlett’s Familiar Quotations, 15th edition, page 898.

a. 
According to the Oxford English Dictionary, what are the origins of “terrorism” as a political term?

b. 
What is the opening quotation by Jordan’s Queen Rania in the article about her in the 2001 Current Biography Yearbook?

c. 
How many U.S. towns or cities are named Paris, and in which states are they located?

d. 
As explained in the Encyclopedia of Computer Science, where and when were the first e-mail messages sent?

e. 
What does the Latino Encyclopedia identify as the origins of El Día de la Raza?

f. 
According to the 2001 Statistical Abstract of the United States, what percentage of people 18 to 34 years old had Internet access at home or at work in 2000? What was the percentage for people 55 years old and over?

g. 
What were listed in Facts on File as the three top-rated prime-time U.S. television programs for the period April 29 to June 2, 2002?

Notes
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h.  
As explained in the Asian American Encyclopedia, what is the global Hmong population, and how many Hmong clans are there?

i. 
What is the definition of “fog” in the McGraw-Hill Encyclopedia of Science and Technology?
Applying the POWER of Public Speaking

Your eight-year-old daughter has recently been diagnosed as being allergic to latex, making her one of the growing number of people nationwide with this serious condition. After speaking with other parents in your daughter’s school, you discover there are several other children with latex allergies. For the last year an informal group has been meeting to exchange ideas on balancing treatment plans and preventive strategies while maintaining regular family life. Now you have volunteered to do research on whether there is a national support network for people with latex allergies and how you can contact them about setting up your own formal organization.


Find the information you need by conducting a subject search through the Librarians’ Index to the Internet.
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