
COMMUNICATION 
In th is LIFEPACB you  w i l l  learn the basics o f  publ ic speaking, the essentials o f  l istening, and 

the fundamentals o f  good  letter wr i t ing.  This study w i l l  g ive you confidence i n  three impor tant  
areas o f  l i fe. Too of ten students fa i l  to  speak u p  because they are afraid o f  r idicule. They d o  not  
really l isten t o  others for  many reasons, mos t  of  which are not  valid. Students do  no t  of ten wr i te  
t o  people w h o  mean a great deal t o  them because other th ings seem to  demand immediate 
attention. Feeling hesitant i n  these three areas may  mean that you feel inadequate. Sir Henry 
Mo re  said, "It is not  so impor tant  t o  know everything as t o  know the exact value o f  everything, t o  
appreciate what w e  learn, and t o  arrange what  we  know." 

OBJECTIVES 

Read these objectives. The objectives te l l  you  what  you  w i l l  be able t o  do when you  
have successfully completed th is  LIFEPAC. 

When you have f in ished th is  LIFEPAC, you  should be able to:  
1. Explain w h y  nervousness is an energy source you can use in  speaking. 
2. Exhibi t  the three essential qual i t ies o f  a speaker: sincerity, fr iendliness, and 

authority. 
3. Deliver a speech w i t h  confidence. 
4. Begin and conclude a speech successfully. 
5. Explain the process of  sound product ion.  
6. Ident i fy and def ine voice qualities. 
7. List internal  and external distractions t o  l istening. 
8. Explain the process of  l istening. 
9. List the quali t ies of  a good  conversationalist. 

10. Ident i fy three types of letters and explain the purposes for  each. 
11. Wri te an in formal  letter, a social letter, and a business letter. 
12. List the s ix parts o f  a business letter. 

Survey the LIFEPAC. Ask yoursel f  some quest ions about th is study. Wri te your  
questions here. 

I .  SPEAKING 
After mos t  of  us learn t o  speak, l i t t le can silence us. The act o f  verbalizing our  needs, our  

desires, our  hopes, and our  fears is specif ical ly human. This section w i l l  address the prob lem and 
the challenge of  speaking before an audience. You w i l l  learn about the del ivery of  a speech and 
about the basic quali t ies of  a good  speaker. You w i l l  f i nd  a plan for  improv ing  your  abi l i ty  t o  
speak and for  enr iching your  voice. 










