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CHAPTER I 

INTRODUCTION 

Importance of Business Speech 

The phenomena of business and professional speech is 

not new. W. P. Sandford wrote in 1931 

One may be a professional man, a tradesman or a 
businessman, but whatever his occupation, he uses 
the types of business speech. The skill with 
which he uses them determines in part his success.^ 

Twenty years later, 1951, Harold P. Zelko made the state

ment " . . . the need for improvement in effective speech 

communication has been expressed by all segments of Ameri

can business . . . ." Even more recently public leaders in 

the state of V.'aslilngton ranked communication skills first 

on their list for the selection of executive personnel.^ 

Though some of these statements were made forty years 

ago, the observations are still relevant today. Business 

and professional men are still expressing concern for more 

effective communication skills. 

The reasons for the stress on public speaking and 

^W. P. Sandford, "Some Notes on the Teaching of Busi
ness Speech," Quarterly Journal of Speech, XVII (November, 
1931), 452. 

%arold P. Zelko, "Adult Speech Training: Challenge to 
the Speech Profession," Quarterly Journal of Speech, XXXVII 
(February, 1951), 55. • 

^Eugene Erickson and Gerald M. Phillips, "A Public 
Leader's Reaction to Communication Curricula," Today's 
Speech, XIV (April, 1966), 32. 



communication skill by business and industry are numerous. 

Communication is used in every function of any business or 

industry. Effective communication is needed to make orders, 

plans, policies, and agreements clearly understood.^ This 

in itself is one of the most important functions of com

munication. A lack of clarity when issuing any order, 

policy or plan can cause a loss of dollars or a delay of 

time to any company large or small. 

Further, increased communication aids in the improve

ment of relations both "horizontally" and "vertically". 

George Hinds pointed this out when he wrote " . . . speech 

training is important in the development of improved human 

relations in industry."5 The reasons for maintaining good 

human relations in any company would appear obvious. The 

objective in building good human relations is to establish 

good-will. Establishing good-will has two objectives: 

first to find out why people act as they do and second, to 

make use of that knowledge when dealing with them.6 Com

munication is essential in establishing these objectives. 

In the previous examples cited, references to communi-

^Arthur Angrist, "The Communication of Executives in 
Business and Industry," Speech Monog;raphs, XX (November, 
1953), 283. 

-̂ George L. Hinds, "Continuous Speech Education in 
Industry," Journal of Communication, IV (Summer, 1954), 48. 

^William Phillips Sandford and Willard Hayes Yeager, 
Effective Business Speech (New York: McGraw-Hill), I960, 
p. 5. 



cation were in relation to the needs of business and indus

try. The profeasionii also have a need for more effective 

communication. For example, doctorc have special and press

ing communication problems, problems which are within the 

domain of speech education.'^ Not only physicians, but the 

lQ.\ryeT faces his own communication problems. "Current law 

school objectives define commendably high standards of at

tainment in argumentative and persuasive ability."^ Both 

physicians and lat̂ yers are faced with many communication 

situations daily and the need for oral communication tech

niques is obvious. Effective oral communication is a neces

sity in the professions. 

Because of the recognized need by business and profes

sional men for improved communication techniques, they have 

instituted limited action on their oim. In I960, some kind 

of speech training was part of the established educational 

programs of hundreds of corporations.^ The same year " . . 

50,000 bright young men from General Motors, R.C.A., Coca-

Cola and other corporations will enroll in Dale Carnegie 

speech schools, where they will hope to learn hor to win 

''̂ Frank E. X. Dance, "Speech Education for the Physician 
and Dentist," Today's Sneech, V (January, 1957), 24. 

^James McBath, "Speech and the Legal Profession," The 
Speech Teacher, X (January, 1961), 44. 

^Raymond Tucker, "The Speech Teacher in American Indus
try," The Speech Teacher, IX (September, I960), 232. 



sales and influence customers."^^ It is increasingly ob

vious that speech communication is important in all aspects 

of the business world. Not only are corporations sending 

their employees to established communication courses, but 

they are setting up their own speech classes. Some compan

ies have taken limited steps " . . . by sponsoring speech 

courses within their own plants."^^ These classes are con

ducted for the purpose of improving oral communication 

skills of all personnel. 

Speech is not new among business and professional men. 

Because these men recognize the need for improved communi

cation and the lack of training among most employees they 

have taken remedial steps on their own, A General Electric 

public relations official has estimated that management 

spends one half billion dollars a year communicating with 

its employees.^^ Perhaps through improved communication 

techniques this sum could be substantially reduced. It is 

because speech is so necessary to the business world that 

this study is being made. 

10"Boom in Speechmaking," Time, February 8, I960, 84. 

^^Robert Haakenson, "Training for an Industrial Speak
ers Bureau," Today's Speech, XIII (February, 1965), 20. 

^^Randall M. Fisher, "Modern Business Speaking: A 
Rhetoric of Conventional Wisdom," Southern Speech Journal, 
XXX (Summer, 1965), 327. 



Purpose and Scope of Study 

In the proceeding pages it was pointed out that busi

ness and industry recognized a need for effective communi

cation. Not only does business recognize this need, but 

colleges and universities also realize the necessity for 

better communications in business. This recognition led 

to the development of business and professional speech 

courses. It is the purpose of this study to analyze the 

present business and professional speech courses. Course 

content and selected textbooks will be examined to deter

mine whether or not they are adequately meeting the needs of 

individuals entering the business and professional world. 

Pi.ocedui 6 

In order to determine whether or not the present 

courses are fulfllllnr; the comniunication needs of business 

and industry, the author Intends to analyze course offerings 

in three vrays: first, through literature in this particu

lar area; second, a survey of college catalogs; and third, 

by examining the course offered at Texas Tech University. 

The author also feels that the content of current text

books used in teaching the course is also an indication of 

the present structure of business speech courses. Textbooks 

will therefore be examined for the content as one measure 

of the status of courses. 

A critical apparatus will be designed in order to de-



termine the status of courses in fulfilling the needs of 

individuals choosing a business or professional career. 

Two separate critical instruments will be designed: one for 

use in analyzing actual course content and a second to 

analyze the content of textbooks. 



CHAPTER II 

CRITICAL METIiOD 

Critical Instrument for Analyzing; Courses 

In determining the criteria by which to analyze the 

present business and professional speech courses, the author 

will do two things; first, survey the literature pertaining 

to the business and industrial world and compile the sug

gestions made concerning their oral communication needs; and 

second, survey the literature relating to the present busi

ness and professional speech courses offered at the univer

sity level and compile the views and recommendations of 

speech educators. These ideas and suggestions will form the 

basic criteria used for evaluation. 

First, a survey of the literature pertaining to the 

business and industrial world reiterates one idea most often: 

courses should be based on theory that is relevant to the 

student and his future in business.^ Businessmen frequent

ly made the observation that the communication curricula 

are not particularly helpful nor do they have adequate 

vocational content or use in the modern world.2 

lAldrich Paul and Michael Porte, "Building Industrial 
Communication Courses," Journal of OoKmunlcatlon, XVIII 
(September, 1967), 250. 

^Gale Richards, "Business Speech Needs of Business 
Conferences," Central States Speech Journal, VIII (Pall, 
1956), 19; Erickson and Phillips, "Public Leaders Reaction," 
32. 

7 
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Various studies in bUG.'ness and industry help point 

out what areas of communication are considered most impor

tant. A 1951 survey by Harold Zelko involving two hundred 

and six businesses, industi-i.os, governmental agencies and 

commercial concerns showed that ninety-two percent of the 

organizations surveyed felt that human relations was the 

most important area of communication training needed by 

their personnel. In terms of its relationship to communi

cation, Zelko defines human relations as " . . . grievances, 

reprimands, methods of factual investigation, promoting 

dally contacts, meetings and Interviews with employees 

. . . . " Eighty-two per cent expressed the need for con

ference leadership training, while seventy-six per cent in

dicated a necessity for public speaking. Conference partic

ipation and parliamentary procedure were last on the list of 

training needs. 

A few years later, 1955, a survey involving seventy-

eight leading corporations, showed that a majority of them 

also placed a premium on conference methods and leadership. 

Public speaking and discussion followed with persuasive 

^Harold P. Zelko, "Adult Speech Training: A Challenge 
to the. Speech Profession," Quarterly Journal of SDoech, 
XXXVII (February, 1951), 58-59. 

^Ibid., 57. 



speaking and argumentation last.5 

An even more recent survey showed that of seventy-six 

large corporations questioned, thirty-eight ranked commit

tee and conference conduct and leadership as the most im

portant speech communication area. This was followed by 

public speaking, listening, interpersonal communication, 

discussion, persuasion and argumentation.^ 

These three surveys all arrive at somewhat similar 

conclusions, namely conference methods and human relations 

rank first most often as communication needs in business 

and industry. This is also most often followed by public 

speaking and other activities such as listening, persuasion, 

argumentation and parliamentary procedure. 

A series of articles in the fifties made certain sug

gestions as to what the ideal business and professional 

curriculum should entail in relation to the needs of busi

ness and industry.'^ All agreed unanimously on the need for 

5M. A. Hiekes, "Speech Training in Business and Indus
try," Journal of Communication, V (winter, 1955), 162. 

^Stephen R. Hantranft, "The Top One Hundred Speak-Out 
on Communication" (unpublished Masters thesis. Bowling 
Green State University, 1966), p. 19. 

"î Raymond Barnard, "A Non-Credit Course in Business and 
Professional Speaking," The Sî eech Teacher, II (January, 
1953), 41-45; George L. Hinds, "Developing Industrial Con
ference Leaders," The Speech Teacher, IV (November, 1955), 
266-269; Gale Richards, "Business Speech Needs," 19-22; 
Victor Powell, "Teaching Speech in a Liberal Arts Program for 
Young Executives," The Speech Teacher, VI (January, 1957), 
27-29. 
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conference training, both participation and leadership. 

George Kinds summed it up most clearly vmon he wrote 

Teachers of speech can ediu-atc conference lead
ers in the philosophy of cil. •USGIO}'. cvi-.:! its 
methods, emd these leaders can func/blon in con
tinuous problem solving aiul tr: .Inin;"; r̂ -ituations 
which develop group unders laiiaing r,;:.a functional 
leadership.o 

Public speaking was also consider̂ ':! imporlant as was listen

ing and conversation. Huriian relations \iar; also mentioned 

as being an important area of stwlj as VCTO oral reports, 

how to conduct a meeting, visual aids and interpersonal 

relations. 

In the sixties, business still placed an emphasis on 

similar areas of communication. Conference methods, listen-

iiig, public spealiing, interpersC'-ol oommanication and the 

relation of communication to modern management were express

ed as necessary areas of training for the future business

man, 9 Further, industry seemed to begin to place ein em

phasis on relevancy and practical application of the theory 

to actual business situations.^^ Paul and Porte pointed out 

^George Hinds, "Developing Industrial Conference Lead
ers," 266. 

9 
Harold P. Zelko, "Books and Material for Business and 

Professional Speech Training," Today's Speech, II (Decem-
ber, 1963), 12. 

^%ark L. Knapp, "Public Speaking Training Programs in 
American Business and Industry," The Speech Teacher, XVIII 
(March, 1969), 131. 
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that " . . . much present-day training for business and in

dustry is irrelevant, impractical and steeped in misapplied 

theory."11 In the same article they suggest planning a 

course of study using case studies with business practices 

as models. Zelko reiterates the same idea when pointing 

out that most business and professional texts are address

ed to speech skills rather than management practices and 

philosophies.12 

In studying the preceeding information, certain facts 

stand out. Conferences and conference methods and leader

ship rank as the foremost necessity in business communica

tion. Public speaking and understanding techniques of 

human relations also rank as Important skills. Lastly, the 

study of oral communication should be specifically related 

to business problems and practices. The above communication 

skills would seem to be those most important to the business 

world. 

Second, in surveying the literature pertaining to the 

present business and professional speaking courses, one 

thing is characteristic of most; they are typically public 

speaking courses. Prank Dance writes " . . . the under

graduate Business and Professional Speaking course has 

^^Paul and Porte, "Building Courses," 250. 

Harold P. Zelko, "Trends in Oral Communication Train
ing in Business and Industry," Journal of Communication, 
VXII (June, 1962), 109. 
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typically been a public spealcing course with special empha

sis on various types of situational speaking . . . ."^^ 

Even in 1929 the comment was made that most students 

leave Business and Professional courses with general know

ledge about speech but little in the way of practical value 

in meeting the problems of their business career. ̂ "̂  Thirty-

five years later a similar statement was expressed by Otis 

Vfalter when he wrote 

Its worst keynoters concentrate on half-baked rec
ipes for instant personal "success", on the trivia 
of delivery, on dedication to efficient communica
tion as an end-ln-ltself and advice about how to 
sell oneself . , . .15 

These two statements alone agree with the findings of busi

ness and Industry; communication courses need to be rele

vant to the business world and the problems peculiar to it. 

In a thorough examination of Business and Professional 

Speaking, Frank Dance arrived at an interesting conclusion. 

He pointed out that business and industrial representatives 

feel present Business and Professional Speaking courses are 

I^Frank E. X. Dance, "What and T̂iither? The Undergrad
uate Course in Business and Professional Speaking," Central 
States Speech Journal, VXIII (Winter, 1962), 113. 

l^ays 71. Yeager, "Teaching Business Speaking - a Mod
ern Trend"," Quarterly Journal of Speech, XV (November, 
1929), 485. 

^^Otis /.•alter, "Business and Professional Speech - A 
Modern Trend," Quarterly Journal of Speech, XIII (Septem
ber, 1965), 9. 
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unsuccessful.16 Even further, he gave the opinion that 

were the representatives asked as to whether the course 

should be discontinued the answer would probably be "yes".^'^ 

The reasoning behind the above statement stems from 

the fact that the Business and Professional Speaking course 

has been oriented to public speaking and not specifically 

geared to the needs of the student.1^ His suggestions for 

improvement in great part coincide with the views of busi

ness and industry. First, Business and Industrial Speech 

should be separated from Professional Speech since " . . . 

there is a difference in the situations met by these two 

groups and in the means of meeting these situations."^9 

This would presume that the course would be offered on the 

Junior or Senior level as these students are usually more 

aware of their future goals.20 Second, theory outside the 

speech area and research in organizational communication 

should be incorporated into the courses. Third, there 

should be less emphasis on skills training.^1 If one exam

ines these recommendations closely, it becomes apparent that 

l6Dance, "What and Whither," 112. 

I'̂ Ibld. 

l^bid. , 113. 

l^ibid., 115. 

^Qlbid., 114. 

21lbid., 115. 
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although expressed somewhat differently that they are es

sentially the same as those expressed by businessmen. 

To summarize, the criteria for the analysis of courses 

will be: first, is there an emphasis on conference methods 

and leadership over other forms of speech communication? 

Some emphasis on public speaking is expected, but it should 

play a secondary role. Second, is there any emphasis on 

human relations as related to communication practices? 

Third, in the study of theory is there any application to 

the practices and problems of business and professional 

organizations? This according to more recent discussion is 

of prime importance to businessmen. This would include 

organizational communication to some extent. Lastly, is 

the business and industrial speech course separate from the 

professional speaking course in order to help meet separate 

and individual needs? Frank Dance explains " . . . Business 

Speaking courses differ from courses in Professional speak

ing and both courses should have academically viable and 

departmentally unique content and organization.^^ 

The author believes that the above four criteria are 

most representative of the views expressed by the business, 

professional and educational leaders. It is hoped that 

application of these criteria will determine to what extent 

present Business and Professional Speech courses are ful-

22Dance, "What and Whither," 112. 
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filling individual needs. 

Critical Instrument for Analyzin.p; Textbooks 

In determining the critical apparatus by which to 

analyze textbooks, the author will design it so as to 

measure the contents of the text. It is an assumption of 

the author that the actual contents of a textbook are an 

indicator of the course itself. For this reason the cri

teria will be similar to those used in analyzing course 

content with some exception. 

It is important when evaluating texts that they meet 

the general requirements of the course.^3 The text must 

fit the needs and abilities of the students as well as the 

needs of the course. If the critical apparatus designed 

for the analysis of the course content is representative of 

the needs and suggestions of business and professional men, 

then it follows that the text should meet similar criteria 

to be of any use in the course. Loren Reid vnrites that a 

text should serve the purposes of the specific course for 

which it is to be used.^^ 

The criteria to be used in analyzing textbooks are 

23oran Teague, "Selecting a Speech Textbook," in Speech 
Methods and Resources, ed. by Vfaldo Braden (New York: 
Harper & Brothers', 1961), p. 474-

2^Loren Reid, Teaching Speech (New York: McGraw-Hill, 
1971), p. 72. 
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fairly simple. First, does the book reflect the author's 

philosophy and experience?'^5 ^he text should have an ac

ceptable philosophy in accord with the course. It is also 

important to determine the author's training and background 

in order to appraise his competence in the field.^^ The 

author's capability is important in that it affects the 

quality of the material contained in the text. Second, is 

there an emphasis on conference methods and techniques? 

The major reason for the Increased emphasis on 
the need for training in oral communication is 
the combination of current management philoso
phies, policies and practices which add up to 
greater interaction among people in an organi
zation. 27 

With the stress on conference methods so great, it is im

portant that it be thoroughly covered in the texts used in 

the course. Too, the communication theories presented per

taining to conference methods should be geared to business 

and managerial practices. The book must present enough in

formation to provide sufficient scope to present a challenge 

to the student.^" Third, does the text contain any informa

tion on human relations? In the study conducted in 1966 

among Instructors in business and professional speech, they 

25Teague, "Selecting a Textbook," 471. 

26 Ibid. 

^^zelko, "Trends in Business and Industry," 108. 

^^Teague, "Selecting a Textbook," 474. 
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were questioned as to what areas a textbook for the course 

should stress. The second largest number of responses re

ferred to items of human relations and Interpersonal com

munication. 29 Industry, as has already been shown, places 

prime importance on human relations, consequently it seems 

that inclusion in the textbook is important. Fourth, is 

material contained in the text related to any present re

search in organizational communication? Is there any con

centration or even citations of actual case studies? Does 

it relate communication theory to actual situations faced 

by indivldusLls in the business world? Recall an earlier 

statement by Harold Zelko that most texts ignore management 

philosophies, policies and practices and concentrate on 

public speaiking skills.30 xt is important that the texts 

include some reference to the problems of business and in

dustry even if they do not cite actual examples and cases. 

In summary, the criteria by which the textbooks -̂fill be 

analyzed are: first, is the author competent and experi

enced in the field? Does the text reflect the author's 

philosophy? Second, is there an emphasis on conference 

methods as opposed to public speaking skills? Third, is 

29Harold P. Zelko and Mark L. Knapp, "Business and 
Professional Communication in American Colleges and Uni
versities: Status of Courses," The Speech Teacher, XV 
(September, 1966), 239. 

^Ozelko, "Trends in Business and Industry," 109. 
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there any inclusion of human relations and the role oral 

communication plays in improving human relations? Fourth, 

does the material in the text relate actual case studies 

or actual happenings in business and Industry? 

It is hoped that the above four criteria will be ef

fective in analysis of texts and their impact on the busi

ness and professional course. 

Outline of Critical Apparatij^ 

Criteria for Course Analysis 

1. Is there an emphasis on conference methods and leader

ship? 

2. Is there an emphasis on human relations and its rele

vancy to oral communication? 

3. In the study of oral communication theory, is there any 

application to the practices and problems of business 

and Industry? 

4. Is the business and industrial speech course separate 

from the professional speech course? 

Criteria for Textbook Analysis 

1. Does the textbook reflect the author's competency and 

philosophy? 

2. Is there any emphasis on conference methods and tech-

niques? 

3. Is there any stress on human relations as used in busl-
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ness and Industry? 

A. Is there any inclusion of actual case studies related 

to business and industry? 



CHAPTER III 

ANALYSIS OF COURSES 

In order to evaluate Business and Professional Speech 

Courses, the author will do two things. First, describe 

the courses and second, critically evaluate the courses. 

Description of Courses 

In describing these courses, this author will perform 

three tasks. First, survey various studies in the field of 

business and professional speech to determine its organiza

tion and content. Second, discuss the findings of the 

author's own survey of Business and Professional Speech 

through one hundred and fifty college catalogues, and third, 

outline the present Business and Professional Speech course 

at Texas Tech University as typical of most. 

Literature Survey 

In 1962, Frank E. X. Dance examined the course offer

ings throughout the country and described them in terms of 

setting, goals and organization.1 He found that usually 

the course was taught in one of four settings: one, in a 

liberal arts program; two, in an undergraduate program of a 

business school; and four, in an undergraduate pre-profes-

s1onal pro gram.2 

1 Dance, "What and Whither," 112. 

^Ibid. 
20 
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He described the goals in terms of three models. 

First, many courses were for the purpose of building the 

department of speech by attracting students who would not 

normally enroll in a speech course. Second, a course was 

designed to meet the specifications of a specific Interest 

group, but still remained a basic public spealclng course. 

Third, infrequently a course which was designed to fulfill 

an academic need, had been newly organized rather than re

modeling the already existing courses.3 

In terms of organization. Dance described two frequent 

patterns. Most commonly, the courses were organized like a 

public speaking course with some emphasis on various types 

of speeches.^ A second type of organization was reflected 

in courses which were planned around recent work in the 

field of organizational communication.5 

Dance came to the following conclusions: 

In general the undergraduate Business and Profes
sional Speaking course has typically been a pub
lic speaking course with special attention on 
various types of situational speaking . . . It 
has almost always been business oriented and 
seldom has any attention been glyen to the needs 
of the pre-professional student.*̂  

3Dance, "What and Whither," 112. 

^Ibid., 113. 

^Ibid. 

^Ibid. 
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In an even more extensive study of some four hundred 

colleges and universities, Harold Zelko and Mark Knapp at

tempted to determine the status of Business and Professional 

courses.7 With the use of a questionaire they found that of 

two hundred and sixty-one replies only thirty per cent or 

seventy institutions offered any type of course in Business 

and Professional Speaking.^ 

Zelko and Knapp through their study defined the set

ting of most courses similar to the explanation of Dance. 

The course was offered most often in the College of Liberal 

Arts by the Speech department. A total of fifty-seven 

schools defined it as such, while eight schools responded 

that it was offered through the College of Business.^ 

In terms of course components, the survey asked educa

tors to Indicate the subject matter of skills Included in 

the course and the percentage of time spent on each. The 

greatest emphasis appeared to be on "making speeches" in

volving a mean percentage of time spent on the skill of 

forty-five per cent. The second area Included was confer

ence leadership and participation involving eighteen per 

cent of the course time. Interpersonal communication was 

third, demanding only fourteen per cent of the course time. 

7zelko and Knapp, "Status of Courses," 235-241. 

^Ibid., 235. 

9ibid., 236. 
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Sales presentation and interviewing followed with thirteen 

per cent of course time spent in each of the particular 

areas. Listening took up twelve per cent of the course 

time while the role of communication in organization and 

management involved only eleven per cent of the total 

course time.10 

The question was asked whether a distinction was made 

between "business" and "the professions" in the speech 

courses. Forty-three per cent responding indicated that a 

distinction was made in their course. Most felt the dif

ferences were in the occasions for speaking, "both use forms 

of spealcing-listening, but in different degrees and con

tents. "H 

Instructors were also asked whether they felt a sig

nificant difference existed between Business and Profes

sional courses and beginning public speaking courses. 

Eighty-nine per cent of the instructors reported a "signifi

cant" difference, most pointing out the differences were 

not in the " . . . basic theory and philosophy but in the 

application and slant towards speaking experiences."1^ 

To summarize, most courses were offered in the Col

lege of Arts and Sciences with the emphasis on the public 

^^Zelko and Knapp, "Status of Courses," 237. 

^hbld. 

^^ibid. 
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speaking skills. Most respondents also felt there was a 

difference between the business and the fundamentals of 

speech course, though many of the skills are similar. 

Catalon:ue Survey 

In a survey of some one hundred and fifty college 

catalogues the author attempted to answer several ques

tions. First, is Business and Professional Speech offered 

through Liberal Arts or the College of Business Administra

tion? Second, is Business and Professional Speech required 

by Colleges of Business Administration. Third, if Business 

and Professional Speech is not required by Business Admin

istration, is another type of speech course required? If 

so, what course is it? Lastly, how many colleges and 

universities of the one hundred and fifty surveyed offered 

Business and Professional Speaking? 

In surveying the catalogues, the author found that of 

the one hundred and fifty colleges surveyed, only three of

fered Business and Professional Speech through the College 

of Business, the remainder of the courses were offered 

through the College of Liberal Arts in the Department of 

Speech. The author also found that of the one hundred and 

fifty colleges, ninety-six did not require Business and Pro

fessional Speech and an additional twenty-nine required a 

fundamentals of public speaking or beginning speech course. 

This means that of the one hundred and fifty colleges only 



25 

one-third required any training in oral communication for 

the business student. 

The survey also showed that of the ninety-six that did 

not require oral communication courses, thirty offered a 

course in business and professional speech for the inter

ested student in business. 

As to the nature of the courses offered, most present

ed themselves in much the same manner already expressed by 

studies in the literature. It is possible to discover the 

nature of the courses to some extent by looking at the 

titles. The most often used title was "Business and Pro

fessional Speech." Others Included "Business and Profes

sional Speech Communication", "Business and Conference 

Speech", and "Technical and Professional Speaking". A 

majority of the required courses other than Business and 

Professional were "Principles of Public Speaking". "Funda

mentals of Speech", "Effective Speaking", and "Introduction 

to Rhetoric and Oral Communication" were also popular re

quired courses. It is evident from both the titles and the 

course descriptions in each catalogue, that the courses 

were typically public speaking. 

In summary, most business and professional speech 

courses were offered through the Speech Department in the 

College of Liberal Arts. Nineteen of the one hundred and 

fifty surveyed required a business speech course of some 
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form, while twenty-nine required a beginning or funda

mentals of speech course. The courses were essentially 

public speaking. 

Texas Tech Course 

Because the author feels that the Business and Profes

sional Speech course at Texas Tech University may be typi

cal of most, the structure of the course will be presented 

for further evaluation of the business speech course. 

The Business and Professional Speech course. General 

Speech 338, may be considered typical of most business 

speech courses in that it is offered through the College of 

Liberal Arts in the Department of Speech, as are a majority 

of the courses. The subject matter and skills covered in 

the course are very similar to those included in the find

ings of Zelko and Knapp in their study of two hundred and 

sixty-one colleges and universities.^3 

Further, an examination of the course description in 

the present catalogue describes the Business and Profession

al Speech course as 

Basic principles of speech applied to the speech 
needs of the professional man and woman. Prac
tice in the construction and delivery of various 
types of speeches and participation in group 
conferences, discussion and Interviews.'^ 

13zelko and Knapp, "Status of Courses," 237. 

I'̂ Texas Tech University, Bulletin of Texas Tech Uni
versity (Texas: Texas Tech University, 1970), p. 151. 
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In examining other college catalogues* course descriptions 

of business speech, many are similar in nature. For ex

ample West Virginia University describes its course as 

follows: " . . . the study of performance opportunities 

in speaking, conference methods, committee work and group 

control."15 The University of Miami describes its course 

as the " . . . study of major forms of speaking for the 

business and professional man. Extensive practice in in

terviewing, conference speaking, salesmanship, mediation 

and conciliation."1^ Western Michigan states that its 

course is "A beginning course in speech dealing with the 

study and application of basic principles underlying ef

ficient oral communication."17 Finally, the University of 

Houston describes the course as the " . . . study of public 

speaking practices and experiences in the preparation and 

delivery of speech types."1^ 

The above are typical of course descriptions of busi

ness speech courses and labeled as such. If compared with 

^^flest Virginia University, Bulletin of West Virginia 
University (West Virginia: West Virginia University, 1970), 
p. 196. 

^"University of Miami, Bulletin - University,,,of Miami 
(Florida: University of Miami, 1969), pp. TO^^TTT"" ~~~" 

'̂î  We stern Michigan University, Bulletin of Western 
Michigan University (Michigan: Western Michigan, 1970), 
p. 392. 

^University of Houston, University of Houston Bulle
tin (Texas: University of Houston, 1969), p. 13"^ 
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the description of the course at Texas Tech University, 

they are very similar. This, together with the aforemen

tioned reasons leads to the conclusion that Business and 

Professional Speech at Texas Tech University is typical of 

most. 

The business and professional course is a lecture-

laboratory situation. The students attend one mass lecture 

for an hour each week. This lecture is supplemented by 

two weekly laboratory classes. It is in these laboratory 

sections that the speaking performances take place. 

The first assignment is a unit in group discussion. 

Students are divided into groups of five or six. Each 

group choses a leader and a topic for discussion. The 

discussion is then presented before the rest of the class. 

The time limit on the discussion is thirty minutes and the 

topic usually deals with a subject of current events. 

The lectures dealing with group discussion center 

around definitions, role of the leader and the participant, 

physical arrangements, preparing the agenda and how to 

phrase a discussion topic. 

The second assignment deals with Interviews. This is 

the shortest of the units. Six students in each section 

demonstrate three types of interviews; job, sales, and 

professional. Two students choose a type of interview, one 

in the role of the interviewee and the other in the role of 
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the interviewer. The lecture centers around the "do's" and 

"don'ts" of an interviewer and interviewee in each of the 

three types of interviews. 

The remainder of the course deals mainly with public 

speaking. Each student gives an informative speech follow

ed by a persuasive speech. These speeches are five to 

seven minutes and again deal with topics of a political, 

economic, or social nature. 

The lectures concerned with public speaking center 

around the fundamentals of speech; construction of a good 

speech, types of speeches, organization, forms of support 

and motive appeals. Efficient delivery is stressed in 

lectures concerning bodily action and gestures. 

The last assignment is manuscript speaking. Students 

choose a term paper or an article from a professional 

journal revrrlting it to conform to oral style. Each stu

dent then reads a three to five minute excerpt before the 

class. The differences in oral and written style are in

cluded in the lectures together with proper delivery tech

niques. 

The final course assignment is an eight to ten minute 

informative or persuasive speech on a topic of the student's 

choice. The emphasis is on putting to use all theories 

discussed in the lecture pertaining to public speaking. 

It can be seen that the business and professional 
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speech course revolves to a great extent around the funda

mentals of speech, including discussion, interviewing, in

formative and persuasive spealclng and manuscript speak

ing. These skills are representative of the subject matter 

of a great number of business speech courses.. 

Critical Evaluation 

Up to this point the author has shown what is included 

in the present business and professional speech courses, 

including organization and content. These findings will 

now be evaluated in terms of the criteria designed in 

Chapter Two, 

The first criterion for evaluation, "Is there any 

emphasis on conference methods and leadership?", can be 

ansv7ered both positively and negatively. All of the 

studies. Dance, Zelko and Knapp, and the author's own sur

vey of catalogues, showed that in most courses some form of 

conference techniques, both participation and leadership, 

are included in the course. Zelko and Knapp found in 

their survey that conference methods comprised about eight

een per cent of the total course time, while public speak

ing comprised a total of forty-five per cent of the course 

time,19 Considering that most studies among business and 

industrial leaders showed that they placed a premium on 

l^zelko and Knapp, "Status of Courses," 237. 
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conference methods and techniques, it would seem that con

ference methods should be interchanged with public speaking 

in the amount of course time allowed, meaning conference 

techniques would involve forty-five per cent of the course 

and public speaking would total eighteen per cent of the 

course time. 

Second, business leaders suggest that most communica

tion curricula are not helpful in that they did not relate 

to the business world,^0 j-̂  ̂3 important then, that the 

unit on conference techniques be applied to situations and 

practices that might be encountered in the business world. 

In the author's experience as a teaching assistant at Texas 

Tech University in business and professional speech, the 

unit on discussion gives little attention to actual uses 

of conferences in business. The group discussions in 

laboratory sections generally centered around political, 

social and economic problems. Theory behind conference 

techniques was rarely related to business practices and 

problems. Paul and Porte report 

The problem of practicing what one teaches seems 
particularly difficult for those who talk about , 
communication process but fail to make connections 
between the concepts and the actual problems of a 
specific group.21 

20Richards, "Business Speech Needs," 32. 

^^Paul and Porte, "Building Courses," 250. 
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This problem would seem to be the overriding one as far as 

teaching conference methods Is concerned. 

In summary, conference methods and techniques are 

usually included in the business and professional speech 

course, but not enough emphasis is given the subject in 

relation to the needs expressed by business and industry. 

Also, more emphasis should be given to the relation of 

conference methods to actual business situations and 

practices. 

In analyzing the second criterion, "Is there any em

phasis on human relations and the role oral communication 

plays in it?", the answer is negative. In surveying col

lege catalogues and past studies, there is little indica

tion that there is substantial stress on human relations 

in the business speech course. Further, oral communica

tion is rarely discussed in relation to its part in human 

relations. Recall that business and industry expressed a 

need for training in this area, as did most educators that 

taught the business speech course. Yet there is no in

dication that the recommendation is being taken seriously, 

even by educators themselves. 

Zelko defined human relations as " . . . grievances, 

reprimand, methods of factual investigation, promoting 

daily contacts, meetings and Interviews with employ-
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ees . . . ,"22 j^ the course at Texas Tech University 

little attention is given to this aspect of business speech. 

In the discussion unit a partial lecture is spent in the 

examination of the proper way to express disagreement with 

another participant in a discussion. The lecture on in

terviewing discusses personality conflicts and the neces

sary use of personal questions by the interviewer. In 

spite of this, the emphasis on human relations is slight 

and somewhat incidental. 

In summary, there is little indication at the present 

time that the place of human relations in oral communica

tion is stressed in the courses currently offered. It 

would seem that the courses are not, at least in this par

ticular area, meeting the communication needs of business. 

In examining the third criterion in the study of oral 

communication theory, "Is there any application to the 

practices and problems of business and industry?", the 

answer is again negative. It has already been shown that 

much of our treatment of content in business communication 

courses is not particularly helpful,^3 Further, Paul and 

Porte reported that teachers seemed to have a particular 

problem with relating communication to actual practices of 

^^Zelko, "Adiat Speech Training," 58-59. 

Richards, "Business Speech Needs," 32. 
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business.2^ 

In looking over the findings of the various studies 

in Business and Professional Spealclng it is evident that 

this is one of the most pressing areas of need. It is 

difficult to establish with complete clarity the amount of 

emphasis placed on actual practices of business in the 

course, but certain indications can be gotten from the 

various studies. 

Zelko and Knapp's study gives one indication of the 

emphasis placed on the application of business speech to 

actual business situations. Of the colleges and univer

sities offering Business and Professional Speech, an aver

age of only eleven per cent of the total course was spent 

on the place of communication in organization and manage

ment, ̂ 5 Considering that many critics of the business 

speech curriculum base much of their case against the 

speech courses on the fact that the courses are not rele-

vant, eleven per cent is not enough course time spent in 

this area. It would seem that most units included in 

Business and Professional speech could be adapted to in

clude actual business situations. 

Zelko and Knapp found also, that when asking teachers 

24paul and Porte, "Building Courses," 250. 

25zelko and Knapp, "Status of Courses," 237. 
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in Business and Professional Speech to state their object

ives in teaching the course, the smallest category refer

red to was one dealing with organization theory, nature of 

communication in business and industry, and the " . . . u-

nique problems related thereto." Out of eighty-four ob

jectives stated, only eight made reference to oral communi

cation theory and to the problems of business and industry.26 

It would seem that in the area of relating business 

speech to actual business situations the present courses 

are failing to meet the needs of business. Granted, it 

would take some extra effort on the part of those teaching 

but in order to help students in their future in the busi

ness world the effort must be made to make the course rele

vant. 

The fourth criterion, "Is Business and Industrial 

Speech separate from Professional speech?", can be answer

ed negatively. The authors survey of one hundred and fifty 

college catalogues showed no indication in the thirty 

business speech courses offered that business and indus

trial speech was separated from professional speaking. The 

author based this assumption on the course titles and de

scriptions. 

Zelko and Knapp asked educators in their study if the 

distinction was made between business and the professions 

2^Zelko and Knapp, "Status of Courses," 237. 
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in training in speech courses. The results indicated that 

forty-three per cent of the respondents felt a distinction 

was made in the course. In spite of this a majority of the 

courses included both business and professional in the 

title.27 

It is likely that before the business speaking course 

will be separated from professional speaking additional 

research will have to be done. At present this writer 

knows of only one author that suggests a difference be

tween the two is needed,28 but it would appear that in the 

long run, if the course is really to meet the needs of 

each Individual student a distinction will have to be made 

between "business" and "professional". 

To summarize the evaluation of the Business and Pro

fessional course, it is safe to say the course does not 

completely meet the needs of business and industry. Con

ference methods are usually taught but rarely in relation 

to the specific uses in business and Industry. Further, 

the use of actual business situations in the conference 

units are minimal. Human relations are also somewhat over

looked in the present course, with any mention of it being 

somewhat incidental to the actual unit. Another area of 

need is relating the business speech course to actual 

27zelko and Dance, "Status of Courses," 236-237. 

^^Dance, "What and ^fhither," 115. 
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situations encountered in the business world. Most authors 

agreed on the need for such, but actual practice of making 

the correlation between oral communication theory and busi

ness practices was minimal. Further research in the area 

is needed. Studies also showed that in most instances 

business speech was not separated from professional speech, 

although forty-three per cent of the instructors in this 

area indicated they made the distinction in their courses 

while teaching it. 

It would appear that if the speech profession is to 

meet the needs of the individual student and his future in 

business, the Business and Professional course needs to be 

re-structured. There is also an indication that further 

research in the area of business speech is needed. 



CHAPTER IV 

ANALYSIS OP TEXTBOOKS 

Thus far the business and professional speech course 

has been evaluated in terms of the actual course content. 

For further evaluation of the course, four textbooks have 

been selected, the content of which will be analyzed in 

terms of the criteria designed in Chapter Two. 

Selection of Textbooks 

In order to evaluate the business and professional 

speech course further, the author chose four textbooks de

signed to be used in such a course. Two textbooks. Prac

tical Speakin.g; for the Technical Man by John Dietrich and 

Keith Brooks,1 and Effective Business Speech by William 

Sandford and Willard Hayes Yeager2 were chosen because of 

their popular use in the course. In the study by Zelko 

and Knapp of two hundred and sixty-one colleges, these 

were two of the three most frequently used textbooks in 

teaching the course.^ The third book chosen is Business 

and Professional Speech Communication by Harold P. Zelko 

Ijohn E. Dietrich and Keith Brooks, Practical Speaking 
for the Technical Man (Englewood Cliffs, New Jersey: Pren
tice Hall, 1958). 

^William Phillips Sandford and Willard Hays Yeager, 
Effective Business Speech (New York: McGraw-Hill, I960). 

^Zelko and Knapp, "Status of Courses," 238. 
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and Prank E. X. Dance.^ The author chose this text for two 

reasons; first, the author is familiar with the text, hav

ing used it for two years as a teaching assistant. The 

second reason for choosing the text is the qualifications 

of the authors, both having published many articles and 

studies in this particular area. The fourth textbook Pre

sentational Speaking for Business and the Professions by 

William S. Howell and Ernst Bormann^ was chosen because of 

the recent publication date. The book is one of the most 

recent in Business and Professional Speech having been 

published in 1971. In addition to analyzing the text for 

its contents, the author vras interested in seeing if the 

contents had changed substantially in light of recent crit

icism and suggestions by businessmen and educators. 

Analysis of Texts 

The first criterion, "Is the author competent and pro

fessional in his field?", is somewhat difficult to assess. 

In examining the preface of Effective Business Speech by 

Sandford and Yeager, their competence is evident. Both 

men designed and taught the earliest business speaking 

'̂ Harold P. Zelko and Frank E. X. Dance, Business and 
Professional Speech Oommunlcatlon (ilew York: Holt, Rlnehart 
and 'Winston, 1 965). 

^William S. Howell and Ernest Bormann, Presentational 
Speaking for Business and the Professions (New York: Harper 
& Row, 1971). 
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course in a university.^ Yeager has written seven texts in 

the area of business speech, and has also served as a con

sultant for the United States Office of Education and as a 

lecturer for the United States Air Force.7 The theme of 

their book " . . . that oral communication is a vital part 

of business management . . . " sums up the attitudes of the 

authors in writing the text. These two authors would seem 

to be competent as well as professional in the field of 

business speaking. 

John Dietrich and Keith Brooks have also written in 

the field of speech. Both are educators on the university 

level. Dietrich seems to have an extensive background in 

theater.^ The author is not aware of any experience of 

either author in business speaking. The philosophy of the 

book can be seen in the preface when the authors write 

" . . . a sincere attempt has been made to balance the how 

and the why. It is our firm conviction that we do things 

better if we understand why we are doing them."^ 

Prank Dance and Harold Zelko have extensive experience 

in the business and professional communication area. This 

6sandford and Yeager, Effective Business Speech, p. v. 

7"wiiiard Hays Yeager," Who's V/ho In America, 1970-
1971, XXXVI, 2413. 

8"john E. Dietrich," Yfho' s Who in America, 1970-1971, 

XXXVI, 579. 

^Dietrich and Brooks, Practical Spealrlng, p. vi. 
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experience includes " . . . serving as a training director 

in several major federal and state government agencies, as 

a consultant to leading busines-j, Industrial, professional 

and goveriimental groups . . . "^0 Both have written ex

tensively in the area of business speaking. The book at

tempts to " . . . consider the speech communication prob

lems and needs peculiar to members of professions along 

with developments and management concepts and practices."^1 

V̂ illiam Howell and Ernest Bormann, authors of Presenta

tional Speakin.g for Business and the Professions, have for 

many years served as consultants in communication for var

ious business and professional organizations.^2 Howell has 

served as an educational consultant for the Air Force and 

the United States Army.13 They have written the book as an 

outgrowth of " . . . current practices within the profes

sional and managerial conmunity. Interpreted in the context 

of modern communication theory. "1"̂  

"Is there any emphasis on conference methods and tech

niques?" is the second criterion for the evaluation of text-

lOzelko and Dance, Business and Professional, p. vlii. 

^^Ibld. 

2̂Hov7ell and Bormann, Presentational Speaking, p. x. 

^^"vailiam Howell," Directory of American Scholars, 
1969, II, 258. 

^ ̂ Howell and Bormann, Presentational SpesĴ zing, p. x. 
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books. In a survey of the texts, all included material on 

conference methods. Practical Speaking for the Technical 

Man by Dietrich and Brooks includes one chapter on confer

ence speaking as well as one chapter on business meetings.^5 

The material on conference speaking is a general explana

tion of conference methods and techniques. The authors ex

amine the advantages and disadvantages of conferences, lead

ing and participating in a discussion, kinds of thinking and 

the various types of a discussion. No reference is made to 

the uses of conferences and discussion in business and there 

are no examples or cases given. The information is general 

in nature with no specific application to the business and 

industrial world. 

The chapter on participation in business meetings fo

cuses on the proper procedure and basic requirements of 

parliamentary procedure used in conducting the business 

meeting. 

The main emphasis of the textbook is on the basic 

principles of speech. Of the fifteen chapters in the text, 

twelve deal with public speaking. The topics include lis

tening, choice of speech subject and selecting material, 

organizing a speech. Informative and persuasive speaking, 

bodily action and voice and diction. There is also a 

chapter on oral reporting. Generally, the book emphasizes 

^^Dietrich and Brooks, Practical Speaking, 253-287. 
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public speaking skills. 

Effective Speech by Sandford and Yeager has not only 

a section on business conferences, but contains chapters on 

discussion and informal and formal business meetings.^^ 

All the information in all chapters is specifically related 

to actual practices and problems of business organizations. 

For example, the chapter on business conferences includes 

management-labor negotiations, brainstorming and buzz ses

sions along with the usual material on conference techni

ques. It also includes examples of a business conference, 

and the transcript from a brainstorming session. The 

chapter on discussion is also business oriented. It ex

plains the uses of discussion business, forms of discussion 

and the role of the leader and participant. Included also 

is an example of a group discussion. 

The two chapters on business meetings emphasize the 

principles of planning and conducting both formal and in

formal meetings. The material covers selecting a meeting 

place, room arrsoigements, planning the program and making 

the program work. A section on proper procedure of the 

business meeting, and parliamentary procedure necessary in 

a business meeting is also discussed. 

In spite of these four chapters, sixteen others in

cluded in the text emphasize the principles of business 

l6sandford and Yeager, Effective Speech, 119-165, 372-
373. 
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speech and types of business talks. These chapters do 

stress the role of oral communication and public speaking 

in business. Those chapters dealing with the types of bus

iness talks also contain an example of each type. These 

examples are speeches that have been given by members of 

the various professions. The emphasis on the principles 

and types of business speech is somewhat more viable than 

just presenting the fundamentals of speech with no applica

tion to business. 

Business and Professional Speech Communication by Zelko 

and Dance is similar to the first two books evaluated. It 

also includes a chapter on conferences and the group pro

cess, but this is only one of eleven chapters.^7 These 

eleven chapters deal -vTlth communication in business and 

professions, developing communication abilities and com

municating in various situations. The material on confer

ence and group process refers to basic information on con

ference methods, types of conferences, role of the leader 

and participant and conference preparation. The authors 

also refer to the uses of conferences in business although 

no actual examples are cited. 

Presentational Speaking for Business and the Profes

sions by Howell and Bormann includes one chapter on business 

l7zelko and Dance, Business and Professional, 160-187. 
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meetings. This chapter also contains material on small 

group communication.18 ^ major portion of the material 

deals with the business meeting, including the factors that 

account for a successful meeting, and how to adapt to a 

small group. Also included in the chapter is material on 

group decision-making, importance and complexity of small 

groups and group pressures. Most of the material relates 

directly to business and industry, although there are no 

examples or actual cases cited. 

Once again the major portion of the text, eleven 

chapters, revolves around the techniques of presentational 

speaking and some specialized forms of business speaking. 

Such areas include Interpersonal communication, motivation, 

organization of the presentation, forms of support, multi

media aids, and structure of an organization. These chap

ters make reference to business situations and often apply 

the material discussed to specific problems in business. 

This book, although the most recent of the four, still 

focuses on presentational speaking as opposed to conference 

methods. 

In looking over the four textbooks and the emphasis 

placed by each on conference methods, all have at least a 

chapter or more devoted to the conference process, but the 

1^Howell and Bormann, Presentational Speaking, 62-90. 
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major emphasis still remains on public speaking and in one 

instance business speaking. Only one book cites any exam

ples, though all four allude to business needs and uses of 

conferences in such. It would seem that though each book 

contains material on the conference method, the emphasis is 

not great enough when compared to the need for such. 

"Is there any emphasis on human relations?" is the 

third criterion for evaluation. In order to evaluate this 

criterion the author vd.ll include material from the texts 

on business meetings, interviews and counseling. 

Dietrich and Brooks have chapters on the interview and 

the business meeting-19 The chapter dealing with inter

viewing does not specifically deal with human relations. 

It simply presents material on the "do's" and "don'ts" of 

interviewing. It does not present information on griev

ances, reprimands or counseling. Although the text does 

contain information on listening and the barriers of good 

listening, there is little in the way of human relations. 

Effective Speech by Sandford and Yeager includes one 

section on human relations, though it is quite brief.20 

The information covers only two pages but it does point out 

the importance of human relations and the role of oral com

munication in their development. The book also Includes a 

19Dietrich and Brooks, Practical Speakinp;, pp. 235-254, 
273-287. 

2^Sandford and Yeager, Effective Speech, pp. 5-6. 

http://vd.ll
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chapter on interviewing which makes reference to grievances 

and complaint adjusting.21 This chapter also makes refer

ences to specific problems in business and industry through 

numerous examples. The text makes the point that human re

lations in an organization determines in part its failure 

or success,22 

Zelko and Dance also include in their book. Business 

and Professional Speech Communication, a chapter on inter

views, 23 The reprimand, performance appraisal, grievance 

and counseling interviews are Included in the chapter. The 

chapter also malces use of examples to explain the theories 

behind interviews. 

Zelko and Dance also include a chapter on Interpersonal 

relations and speech communication,24 jt deals with the en

vironment around a business and professional person and the 

role communication plays in this environment. The chapter 

also deals with barriers and aids to effective interperson

al speech communication, Zelko and Dance treat the subject 

of human relations quite adequately. 

Howell and Bormann do not specifically mention human 

21Sandford and Yeager, Effective Speech, pp. 119-165. 

22ibid., p. 5. 

2^Zelko and Dance, Business and P ro fes s iona l , pp, 121-
187. 

24 Ibid. 
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relations.25 This section discusses lines of communication, 

position status and barriers to understanding and power and 

esteem, A section on face-to-face communication also de

velops man-to-man communications and some of the problems 

that may arise, for example, resignations, and the two-

person conference. Though the material does not make speci

fic reference to human relations, it does pertain to the 

area and would be of help to a student who had business as 

a future goal. 

Generally, the four textbooks analyzed do not place 

much stress on material pertaining to human relations. 

Only Sandford and Yeager and Zelko and Dance develop the 

concept to any extent, but do so in a very few pages. Busi

ness and industrial leaders as well as educators feel this 

is one of the most Important areas of training. This being 

the case, much more emphasis is needed in textbooks on 

human relations, 

"Is there any inclusion of actual case studies related 

to business and industry?" is the last criterion for evalua

tion, Dietrich and Brooks cite no case studies or examples 

in their text, Zelko and Dance as well as Howell and 

Bormann also have no actual case studies but have a few 

examples, Zelko and Dance relate most of the material to 

business and industry and Include many references to case 

25Howell and Bormann, Presentational Speaking^, pp. 22-61. 
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studies that would help the interested student. Howell and 

Bormann present hypothetical situations to make clear a few 

explanations. These are used in chapters on face-to-face 

communication, statistical forms of support and suggestion 

as a method of presentation. 

Sandford and Yeager, on the other hand, use a great 

many examples. Six chapters, concerned with the types of 

business talks, all contain examples of the specific speech, 

and each is delivered by someone associated with business or 

the professions. The chapters on conferences, discussion, 

and business meetings all cite examples pertaining to each 

area. This text seems to be the most complete in developing 

Of the four textbooks, only one makes any real use of 

cases and examples. Sandford and Yeager use examples in 

every chapter of the text. Most of these relate very 

specifically to business and the professions. Zelko and 

Dance as well as Howell and Bormann do not use examples and 

case studies to any great extent but do attempt to relate 

most of the material presented to business and Industry. 

Dietrich and Brooks do not cite examples and no case studies 

are included in the text. Over-all the texts did not make 

use of cases and examples to the extent that they should. 

In other words, it is important that the business speech 

course be relevant for the student. If this is to be. 
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then the text must present material that will help in the 

student's future career; this would include many case 

studies and examples. 

In analyzing the textbooks, certain facts stand out. 

First, of the four selected texts, most of the authors have 

experience as communication consultants in business and in

dustry. Second, all four texts include material on confer

ence methods, but this material only comprised a small per 

cent of the book. Public speaking skills were stressed in 

a majority of the textbooks. Only one text made any use of 

specific examples in relation to conference speaking and 

discussion. Third, all four texts made reference to the 

role of oral communication and human relations, some to a 

greater extent than others. Human relations, like confer

ence methods, play a very small part in all the texts and 

often seemed incidental. Fourth, only one text made use 

of actual cases and situations that would arise in business 

and industry. One used hypothetical situations, but over

all the texts did not make a practice of citing cases and 

e xample s. 

In analyzing the content of textbooks, the findings 

help determine, in part, the content of the Business and 

Professional Speech course. The major stress in the texts 

is on public speaking vfith conference processes playing a 

minor role. The practice of applying the conference tech

nique to business and Industry is lacking in most Instances. 
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Textbooks also do not stress the role of communication 

in developing human relations. This seems strange consider

ing that in 1966 business and professional speech educators 

expressed the desire for more references to human relations 

in textbooks.26 The most recent text analyzed did not seem 

to take this into consideration, as it did not develop the 

human relations aspect to any great length. 

The area of greatest need in the textbooks is the ap

plication of communication theory to actual problems of 

business and industry. Only one textbook made any extensive 

use of cases and examples. If it is true that the course 

content can be determined by examining the text, it would 

seem that only through inclusion in the textbook of case 

studies, would the course be made more relevant for the 

business student. Also, if textbooks would emphasize the 

needs indicated by business and industry, most instructors 

vrould do the same vrhen using the text. This is to say 

that the text to a great extent, helps determine the actual 

course content. 

262;elko and Knapp, "Status of Courses," 238. 



CHAPTER V 

SUMMARY 

This study has attempted to determine the status of 

business and professional speech courses. To make this 

determination the author considered three areas; first, 

literature pertaining to the business and professional 

speech course; second, the business and professional speech 

course at Texas Tech University; and third, four selected 

textbooks used in the course. The author devised two 

critical instruments by which to determine the status, one 

instrument for the evaluation of course content and the 

second for the evaluation of textbooks. The criteria de

signed for course content were: 1. Is there an emphasis 

on conference methods and techniques?; 2. Is there an 

emphasis on human relations?; 3. Is there any inclusion of 

case studies and examples related to business and industry?; 

and 4. Is business and industrial speech separate from 

professional speech? The criteria designed for evaluation 

of the textbooks were: 1. Is the author competent and 

professional?; 2. Is there an emphasis on conference 

methods and techniques?; 3. Is there an emphasis on human 

relations?; and 4. Is there any inclusion of case studies 

and examples? 

The results of the study show that first, neither the 

business and professional speech courses nor the textbooks 
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emphasize to an appreciable degree conference methods and 

techniques. Both courses and textbooks were heavily 

weighted towards public f̂ p-̂ îî g sl:llls T,'lth one-third of 

the texts and forty-five per cent o! the course time spent 

on these basic skills of spealcln̂ % 

Second, neither courr̂ eG or tL̂ ::tbooks put a great deal 

of emphasis on human relations. Actual course time spent 

on this particular topic was only eleven per cent while only 

two textbooks made specific mention of human relations. 

Third, Business and Professional Speech courses do not 

make extensive practice of applying oral communication 

theory to the actual practices, problems and policies of 

business and industry. Only one textbook cited any cases 

or examples, one chose to use a few hypothetical examples 

and two did not make any reference to cases or examples. 

Fourth, business and Industrial speech courses were 

not separated from professional speech courses although 

forty-three percent of the professors that teach the 

course claimed they made the distinction in their course. 

Fifth, of the four selected textbooks, three had 

authors that were competent and professional in the field 

of business communications. The authors of these three 

texts all had some background as oral communication con

sultants. 
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Discussion 

XI-! e results of the study seem to point out that the 

present business and professional speech courses are not 

comrlelely fulfilling the oral communication needs of 

businr^s and Industry. Courses and textbooks are not em-

phasl::.ln£; the particular areas suggested as Important by 

busl:ie:;o and industrial leaders. Instead, most_courses and 

texiboojes focus on the public speaking skills with little 

or no opplicatlon to the actual practices and policies of 

busiac-ss. Courses and texts often seem to be designed for 

any student interested in acquiring oral communication 

skills rather than relating the course specifically to the 

"hn t̂"̂  "'"̂'" "'"-' '"• "̂ 'j d e n t * 

After complete evaluation of both course content and 

textbooks, the author can only conclude that until present 

business and professional speech courses more satisfac

torily meet the oral communication needs of business and 

industry, they are of relatively little value to the stu

dent interested in maJclng business a career. Speech edu

cators must be willing to improve the present courses so 

as to make them more applicable to the future needs of the 

business student. If not, the future of business and pro

fessional speech courses would seem in doubt. 

Reo.nTTimnndatlons for Future Study 

The area of business and professional speech repre-



55 

sents a \il(Xe area of study. These suggestions are only a 

few that the author considers important. 

Study of In-Service Training Programs 

Many large companies and organizations have some type 

of in-service training program for their employees. This 

author feels it would be of value for the universities and 

colleges to be aware of what is being taught in these pro

grams in order to Improve the present oral communication 

course offerings. 

Literature in Org;anlzatlonal Communication 

At present both business organizations and individuals 

are conducting research in industrial and organizational 

communication. It would be interesting to know if this 

information is being applied or is applicable to the pre

sent business and professional speech courses. If so, this 

type of material would certainly aid the present courses 

in becoming more valuable for the business student. 

Courses in Colleges of Business Administration 

In a few Instances Colleges of Business Administration 

do offer oral communication courses. It would be of value 

to present educators in speech departments to know what 

areas of communication are stressed and the approach taken. 

This information in turn could be used to improve existing 

courses in speech departments. 
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