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Sell the Benefits

Officers
President

Eddie V. Dunn, DTM

3106 7th St. North. Fargo, ND 58102

Any successful salesperson will emphasize that customers don't buy respon
sibilities or features. They buy benefits. We need to remember this important

Senior Vice President

John S. Latin, DTM

1010 Calle Ortega, San Dimas, CA 91773

point whenever we explain the Toastmasters program to prospective members.

Second Vice President

Unless guests at a meeting clearly see
how the program will benefit them,
they will not be compelled to give up
Monday night football or forfeit spend
ing an evening with family or friends,
to join another organization and attend
more meetings.
An effective description of

Helen M. Blanchard, DTM

430 San Antonio Ave. #2, San Diego, CA 92106
Third Vice President

Theodore C. Wood. DTM

908 Cox Ave., Hyattsvilte. MD 20783
Past President

William 0. Miller. DTM
12101 Hunters Lane. Rockville. MD 20852
Executive Director

Terrence J. McCann

Toastmasters International. P.O. Box 10400
Santa Ana. CA 92711
Secretary-Treasurer

Toastmasters should include a brief

discussion of our organization and an
explanation of the purpose of each
meeting segment and its benefits to
members. The explanation could go
something like this:
"For our guests, Paul and Chris,
Toastmasters is the world's leading

Donald E. Smith

Toastmasters International. P.O. Box 10400
Santa Ana, CA 92711
Directors

Bennie E. Bough, DTM

4607 Ordinary Court, Annandale, VA 22003
Edwyn J. Buzard III, DTM
10680 Marine View Dr. S.W.. Seattle, WA 98146
Scott A. Edwards, DTM

6304 Raleigh Ave., Lubbock, TX 79414

organization devoted to helping people
develop their communication and

Tomas F. Esquivel, DTM
5311 Wellesly St., La Mesa, CA 92041

leadership skills. In Toastmasters we
develop skills that are vital to success
in business as well as in our personal lives, (benefit) We have more than 100,000

Frederick J. Ludwick Jr., DTM
17 Hurd St., Cazenovia, NY 13035
David B. Meeks, DTM

P.O. Box 2291, Tampa, FL 33601

members in 49 countries. Let me give you a brief overview of our program and
what you will see in the next hour and a half.
"The Toastmasters program contains four parts. The first part is the business
session, which focuses on leadership skills and meeting management techniques
that can be applied to our everyday business activities, (benefit)
"The second part of our program is table topics, in which we practice im
promptu speaking. Table topics develops our ability to think on our feet, organize
our thoughts, and express ourselves in a clear and concise manner,(benefit) Con
sidering that more than 90 percent of the time we spend communicating each
day is in informal discussions—meetings, phone conversations, etc.— it is easy
to see why being effective in impromptu speaking is important.
"The third part of our program is the prepared speaking portion. Each of
the speakers you will hear today will be giving a five to seven minute talk from
the basic or advanced communication and leadership manuals. Each assignment
focuses on a specific communication skill so members continue to advance in
ability and confidence as they progress through the manual, (benefit)
"The fourth and final part of the program is the evaluation segment. This
is an especially important part of the meeting because outside of Toastmasters

Lewis D. Mutty, DTM
129 NImrod Dr., Concord, MA 01742
Arthur F. Nieto, DTM

6053 N. 21st Dr.. Phoenix. A2 85015
John F. Noonan. DTM

2536 Derbyshire Way, North Vancouver. B.C.
Canada V7H 1P8

Edward W. Nygaard, DTM

4087 Jersey Ave. N., Crystal, MN 55427
Kenneth C. Rennie, DTM

1 Donald St., Carlingford, N.S.W.,
2118 Australia

Tommy B. Richardson. DTM
2704 Sleepy Hollow Dr., Lafayette, IN 47904

Charles W. Rooney. DTM
1205 Vista Leaf Dr., Decatur, GA 30033
Charles H. Rust. DTM

2114 Highland Ct., Bozeman, MT 59715
James G. Sauer, DTM
4209 Frank Court, La Crosse. Wl 54601
Jim Smith. DTM

4520 Pennyston Ave., Huber Heights, OH 45424

it is rare to receive immediate, constructive feedback that we can learn from.

D. Adele Stagner, DTM

Through evaluations we learn how well we met the objectives of our assign
ment, and we receive suggestions on how we might improve, (benefit)
"Especially important is the fact that the Toastmasters club allows us to prac
tice communication and leadership skills in an enjoyable, supportive atmosphere.
So we invite you to sit back, relax, and watch a Toastmasters program in action."
Providing an explanation which emphasizes the benefits will help our guests
recognize the value of the Toastmasters program to them personally and pro
fessionally, and help persuade them to join so that they too can "Experience

470 W. Harrison, Claremont, CA 91711
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Two Sides

nounce almost any previously

To "Change"

unknown

I look forward eagerly each month
to the arrival of my copy of The
Toastmaster. It is always well written
and insightful. I have tried to incor
porate many of the speaking tips
presented in my own activities.
I was, however, most disappointed
in the November 1983 special issue,
"Meeting the Challenge of Change."
The relevance to speaking was virtual
ly nonexistent. With the exception of
"Word Wisdom," little or nothing
related to the art of speaking. While
the issues covered in the feature articles

were informative, I have already read
similar articles in less specific
publications.
Please, stick to the purpose of
Toastmasters—speaking—and continue
to present high quality articles which
will help us speak more effectively.
Allow the other general publications
to take on topics unrelated to this art.
David Gannon

Danielson, Connecticut

word

Toastmaster should become a collec

tor's item. It is timely, well thought
out and well written. Change (just one
of several very relevant themes) is, I
believe, a law which governs all of
God's creation. Those who don't em

brace it as a loving partner are doom
ed to face it as a terrifying enemy.
Regarding "Word Wisdom": The
dictionary provides a key to pronun
ciation which enables one to pro

THE

a

native."

PLEASE.. . incorporate into that sec
tion a phonetic guide for those of us
who take pride in smooth and lucid
usage of words.
Perry Close
Fresno, California

all these expressions would be
necessary for clarity or emphasis.
Easter Sunday, for example, may need
to be distinguished from Easter Mon
day

or Easter

I would like to protest Ruth Ed-

dington's article, "Tips for More
Precise Language Use," in the
September issue of The Toastmaster
magazine. Like a number of previous
similar articles, it assumes the only
correct English is that spoken in the
United States. In that case, why do
you call your language English? I give
below a few comments. My reference
is the Concise Oxford Dictionary
(COD), and all the examples I quote
are from there.

^Afterwards and towards are perfect
ly correct.
each

can

be

used

synonymously. "At either end was a
lamp."
'Due to

is

correct

in

certain

constructions.

'Leave alone means "not have deal

ings with, not interfere with."
'Over is correctly used in "cost over
50 pounds."
'Easter Sunday, winter months, both
Reid andJones —Much as I sympathize
with Ms. Eddington's dislike of un
necessary verbiage, in certain contexts

Janet Six
Choisy-Le-Roi, France

Addressing Members
Of Your Audience
I read with great interest the article

entitled "Why Are They Yawning
Already?" by Leon Fletcher in the Oc
tober issue. Although the article is very
well presented, the author confused
readers by suggesting, "...if the
speaker before you opened with 'Mr.
Chairman, ladies and gentlemen,'
then it is usually sufficient for you to
address just 'Mr. Chairman' or
'Ladies and gentlemen.' "
Toastmasters' Communication and

Leadership Program Manual states
that a speaker always should first
acknowledge -the person (the chair
man, in this example) from whom
he/she yields control of the meeting,
and then acknowledge others. In this
case the proper protocol will be "Mr.
Chairman, ladies and gentlemen" and
not Just "Mr. Chairman" or "Ladies
and gentlemen" as suggested by the
author.
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week. This is

hairsplitting.
I hope your future articles on the use
of English will take into account the
fact that this language is spoken in a
number of countries, including that
where it originated.

Are We Speaking
The Same Language?

'Either and
The November 1983 issue of The

"like

Mitbeen U. Siddiqui
Quincy, Massachusetts

MOST PEOPLE HAVE A NATURAL SPEAKING

RHYTHM-THEY JUST DON'T KNOW IT.
HERE'S HOW TO UNEARTH YOURS.

You've Got

Rhythm
by Mark Bruce

rou've got rhythm! Yes, you do.

some of their poems, but slowly
enough to feel the rhythms of their
words. Often the beat is so strong that
the poem can gallop away from you if
you're not careful.
Take, for instance, "The Raven,"
that old chestnut from your junior
high school days:
ONCE upON a MIDnight

Maybe you can't dance a step,
sing a lick or snap your fingers
in time to a song on the radio, but
you do have a natural rhythm that
helps you think, move and speak.
Everyone has a rhythm they're com
fortable with—but one that may be dif
ferent from that of others. You may
be lulled to sleep by the pounding of
waves against the shore, or it may set
you on edge. Slow songs either com
fort or bore you. The clickety-clack of
a train may sing to you--or drive you

DREARy
WHILE i PONdered WEAK and
WEARY.. .

You don't have to be an English

major to detect the strong, persistent
beat in the poem. Longfellow's famous
(or infamous, depending on how many
times you had to recite it)"Paul

crazy.

Your reactions to these rhythms can
tell you a lot about your own inner
mental rhythm. If you can discover
that inner rhythm and use it in your
speaking, you can electrify your

Revere" sounds much like the

clickety-clack of a train:
LISTEN my CHILDREN and

audiences.

YOU shall HEAR

The Road To Discovery
How do you find this special
rhythm, though, if it's different for
every person?
First, experiment with some simple,
universal rhythms found in some of
those poets you had to read in school,
like Longfellow or Poe. Read aloud

PAUL reVERE

of the MIDNIGHT RIDE of

THE

Again, the rhythm is so strong and
recognizable that every high school
cheerleader in America appropriated
that catchy first stanza for countless
cheers for the alma mater. By golly,
though, it did its job.
The individual beats in a poem also

TOASTMASTER/FEBRUARY 1984
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can be called accents. There are strong
and weak accents, and it's the com
bination of the accents that makes the

rhythm in a poem. Here, then, is the
first clue in discovering your own
rhythm: Which combination of strong
and weak accents sounds best to you?
While reading this poetry ciloud-feel
free, by the way, to move on to other
poems by Poe, Longfellow and their
contemporaries that are a little less
overdone--remember to read the words

slowly. Really work your jaw on the
pronunciation of the words (the
wonderful use of archaic vocabulary
makes poems from this period a good
exercise for your articulation muscles,
too), but don't lose the rhythm. Notice

a different rhythm emerge than the
readily recognizable, galloping beats of
Poe or Longfellow. Whitman's rhythm
is a rolling, grandly marching thing.
Yet there's a unity to it.
As you read this poetry aloud (slow
ly), notice the way he uses words for
their rhythm as much as for what they

Charles Dickens, in particular, in
tended his books to be read aloud, and
he wrote them with this in mind. In

the days before television, folks would
sit around the fire and read aloud for

the evening's entertainment—and
Dickens was a favorite. Not only were
his stories faster-paced and betterplotted than most of today's television
adventures, but his language was also
intensely rhythmical and easy to read

say. Group thoughts together and
tackle them bit by bit so that you can
hear this much clearer. For instance in

the poem: "I think I could turn and
live with the animals..." split the
sentence in half. Pause slightly before
the and and pause a beat after the last
word before going on to the next.

aloud.

The famous opening of A Tale of
Two Cities sort of overdoes it. You're
familiar with "It was the best of

times, it was the worst of times. . ."

how the lines seem to flow of their

own will, no rhatter how you read
them. Notice, too, how easy it is to
slip into a sing-song delivery. When
that happens, you know you've gone
too far with the rhythm.
In other words, the words don't

mean anything to the speaker
anymore. All that matters is the beat.
This would be fine if you were
recording a "rap" single for the New
York discos; presumably, though, you
want people to listen to your message,
not your beat. The rhythm should
assist the speaker's message, not over
throw it.

Moving On
The next poet to tackle is Walt
Whitman. Most of his poems (with the
exception of "Captain, My Captain,"
which we will, mercifully, pass over)
were unmetered and unrhymed—but
not unrhythmicsil. His poems have

their own peculiar rhythm that you
have to speak aloud to really hear:
I HEAR America SINGing
0 the VARIED CAROLS i hear. . .
There's a pause before the second
line of that poem, a built-in pause
that's part of its rhythm. In television
or on stage, this pause is known as a
beat. When you read this passage
aloud you'll see that this beat is ac
tually counted into the rhythm of the
piece.
If you've ever wondered about the
secret of the artful pause, here it is in
all its glory: The pause is figured into
the rhythm of the passage. Walter
Cronkite has this down pat. Next time
Walter narrates something, notice his
pauses as much as his delivery (don't
imitate it—it doesn't work if you're not
him). The other secret to a successful
pause, by the way, is to have
something important waiting on the
other end of that chasm of silence.

Let's get back to Whitman. As you
look through and read aloud several of
his shorter poems, you'll begin to feel
THE

You WANT PEOPLE TO LISTEN TO
YOUR MESSAGE, NOT YOUR BEAT. THE
RHYTHM SHOULD ASSIST YOUR

MESSAGE, NOT OVERTHROW IT

Don't rush headlong through the piece
(easy to do because, again, the rhythm
carries you with it); try to think about
the words as you say them aloud.
What in the world is this guy saying—
that he'd rather live in a smelly old

Try reading it aloud. Feel its short,
punchy phrases that bring the rhythm
up, suspend it, then bring it down.
Even though this isn't poetry, it
definitely has a rhythm—one that
makes it easy to understand, yet
powerful when read aloud. The length
of the lines vary; even the rhythm
varies a little. This variable rhythm
keeps the passage from becoming singsongy. Here's another secret to using
rhythm in your speech: Vary your
speech with long and short sentences

stable than in an air conditioned con

dominium? Pretend that you're talking
to someone else, reasoning with them

or describing something you've seen.
The rhythm remains, no matter how
conversational you try to make it.
This is because of the poet's
judicious use of words. He's listened
to words, noted which are heavily ac

for effectiveness.

Next try reading aloud from some
plays. Plays were written to be spoken,
and a good play will help the actors by

cented and which have a weak accent
when mixed with others. The choice
became instinctive after a while. He

giving their lines a rhythm true to

heard the rhythm'in his head and
could convey it with his message by
choosing his words.
Rhythm Writing
So, when you sit down to write your
speech, you should also have the
rhythm of your own choosing in your

each character. In addition, since an
audience can't go back and read over
a difficult passage, dialogue is written
so it can be understood the first time
it's heard.

Two light playwrights whose works
are good to read aloud are Neil Simon
(whose plays crackle with the wit and

head. Remember that we think, read

rhythm of a stand-up comic) and
Agatha Christie (yes, the mystery
writer—she also wrote about 10 plays).

and speak at different rhythms. We
hear things, too, with different
rhythms than with which we read
them. Too many speechwriters forget
that they're composing something that
will be read aloud. Something that
reads fine silently might sound

They use different rhythms that tell
the listener about the personalities of
these characters.

Again, remember not to speak the

awkward and stiff when read aloud.

lines too fast. Racing through lines

Of course, you're not going to
deliver your speech in verse. It's time
to start reading aloud from prose—and
again, the best place to start is in the
last century.

without feeling their inner rhythms
and messages separates the beginning
actor from the experienced one. A fast
speaker is tiring to listen to, also.
Reading aloud from plays can be a

TOASTMASTER/FEBR U A R Y

1 9

r\

WHEN YOU EXPAND YOUR WORLD...
EXPAND IT WITH THE WORLD'S LEADING EXPERTS
ON AUDIO CASSETTES NEW fROM LISTEN USA!

LISTEN AND LEARN
TO...
...ASSERT
YOURSELF...
with Richard Wittmeyer

...WIN YOUR
INNER GAME.
with Tim Gallwey

...MANAGE
YOUR STRESS..
with Joseph Currier

...SET YOUR
PRIORITIES...

...LIGHTEN
UP!...

with Alec Mackenzie

with Art Buchwald
Vbu ask...

Assert
Yourself

The bmer Gome

Richard A. Wittmeycr

by W. Timothy Gallwey

Manage

Mjojtccmeni Consultant.

Author of The Inner Ciameof
Tennit. The Inner Game of GtUf
and The Inner Game ofSkiing

Stress

• Asstnive skills for business

jniJ personal use
• Freedom to choose what is

best for you
• Assertive vs Aggressive—
> our choice'

• Characteristics and qualities
of the assertive you.

How to

of Wbifikig

Priorities

Psychologist antl Chairman of the
National Center for Personal

Growth and Oevelopmeni

•Why we build t^t stress
• What we can do about it

/ Art Buchwald

Author of The Time Trap

• Establishing goals and
objectives

• How to pace yourself
•Getting better results
• Proven time-savers

•Getting scancd the right way

• Winning is everything

Buchwald
.Answers

by Dr. Alec Mackenzie

by Dr.Joseph Currier

• The inner game vs
the outer game
• Winning takes place in
your mind
• What game are you playing?
• Unlock all your inner
energies

How to Set

• Exercises for relaxation

• Answers lo your questions
about: money, power. se\
Alose ...

•Gelling through 10 imponani
people: three sure-fire

approaches!
• Dealing with rhc people in
your life: spouses, bankers,
lawyers, secretaries, dix'iors.
repairmen, children ...

ISBN 0-681 2<ISIS C
ISBN (V6St'26)9M

ISBN 0 681 24S2S S

sands of individuals attain better

Personal Growth and Develop
ment, a national consultant group

In this exclusive taped interview,
Art Buchwald gives his unique
answers to some of today's most
pressing questions, such as: "How
to get through to Important peo
ple." "How to deal with com
puterized telephone mess^es."
Buchwald's famous humor is guar
anteed to provide an alternative
time.
32 mins. to traditional problem solving!
42 mins.
Dr. Alec Mackenzie is a leading
speciaUst in time management. The Art Buchwald says he's at the
author of four widely-read books time in his life where if one of his
on the subject, he has actively pro 550 editors rejects his column,
moted time management education he's got 549 others. Buchwald is an
and professional development of author of hooks, a lecturer, politi
senior executives in 21 countries cal analyst and syndicated colum
through his puhUcations, audio nist whose humor, wit and style
tape cassettes, films, seminars and have made a permanent niche in

performances

in health and fitness.

lectures.

For those who need to be more Gallwey explains how today's
forcehil in a pleasant, positive way society confuses competitive win
Richard Wittmeyer outlines new ning (tennis or golf) with real win
appUcations of assertive tech ning. Everyone who knows hotv

niques. He provides examples of can win the real game, the human
how assertive behavior is enhanced game. By understanding and work
by active Ustening and non-verbal ing Inner Game principles, inner
messages.
49 mim. obstacles to success are removed,
with real winning the result.

leant why we feel stress and what

4S mins.

Richard A. Wittmeyer has
trained over 70,000 managers in
decision making, leadership, and
motivation in diverse industries.

His activities have been feamred in

U.S. News & World Report, and
noted on CBS's "Sixty Minutes." He
has authored three paperback
book series deaUng with mana

gerial effectiveness.

Tim Gallwey is an educator,
former captain of the Harvard ten
nis team, tennis pro, and author
of such bestselUng hooks as
The Inner Game of Tennis and
The Inner Game of Golf. Gailwey's principles have helped thou

Alec Mackenzie teaches his tech

niques for estahhshing priorities,
which he believes is the key to
unhealthy condition of mintlltody effectiveness. Once priorities are
overload known as stress, and gives set, he tells how to develop strat
helpful ways and exercises for egies for meeting the individuai
deaUng with the unrelenting pres goals. Set your pace and stick to
sure of our time.
49 mins. your strategies and you can accomphsh more and better results in less

we can do about it. This tape exam
ines the widespread, potentially

Dr. Joseph Currier is professor
and department chairman in the
Graduate School of Hofstra Univer

sity and has a private practice in
psychotherapy specializing in
stress disorders. He is Executive

Director of The National Center for

the hearts of millions worldwide.
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good exercise in learning to read—and
speak—slower.
Tape Trick
Now that you've waded through all
this literature, will you suddenly
become more lyrical in your speaking?
Not yet. The hard part is still
£ihead.

Get a tape recorder with about a
60-minute tape. Find a friend, spouse
or Toastmasters' club member to

tension if your delivery is forceful,
strident, yet controlled? If you use a
few large words with a group of
simpler ones, do the simpler one- or
two-syllable words give added weight

A PAUSE SHOULD
BE FIGURED INTO

listen to you for about 20 minutes.
Turn the tape on and have a conver

THE RHYTHM

sation with him or her about

OF THE PASSAGE.

something that interests you (for in
stance, the subject of your speech).
Try to forget that the tape recorder is
going. Don't lecture your friend; talk
with him or her. Ask questions.
After you've used one side of the
tape, play it back. Listen to it, par
ticularly the middle section when you
forgot the tape was going. Listen to
yourself. What sort of rhythms are
natural to your way of speech? Which
rhythms sound dynamic when you use
them? Where do you bog down?
If you're speaking too fast, do your
words get tangled? Do they trip over
one another when you're excited? Do
long sentences tend to sag with their
own weight? Are there times when an
extended sentence seems to carry a

When you've written your speech,
read it into the tape recorder. On the
playback, listen especially for the
rhythms. Do they sound natural—or
sing-songy? Did you vary the rhythms,
following long, rolling passages with
short, punchy sentences? Is the
rhythm jagged or smooth? Does it fit
your message?
To discover your natural rhythms
and use them in your speaking takes
time. Some extremely gifted speakers
are born with an inner, subconscious

awareness of their natural rhythms and
use them easily. Most of us have to
search a bit harder for them.

to the bigger ones?
Now turn the tape over and read
some poetry or prose or playswhatever you've been practicing with
lately. Read with as much expression
as you can. Then replay what you've
read, listening not only to your pro
nunciation and expression, but cJso to
the rhythms that best suit your natural
speaking style. Where do you sound
most awkward? Reread those passages
in which you sound best, noting the
number of syllables in each word, in
the length of the lines or phrases, and
in the general structure of the

But the rhythm is there. You've got
rhythm—and if you learn to use it,
everybody will say that you 're a
natural, too!♦
Mark Bruce is a

I writer and radio an
^*9

nouncer based in

Eureka, California.
He's been master of
ceremoniesfor dozens of
shows, workedfor a
singing telegram com
pany, and had his own public service show
on a local FM radio station. He also does

over 60 different voices and impressions.

sentences.

Body Language isn't taught
in school .. ,
It has been estimated that some 70-90% of our day-to
day communication is conducted non-verbally.
Unfortunately, to many men and women, body

How Important Is

Your Image To You?

language is a foreign language.

You Need This Course ...
• If you are a professional whose career is dependent
upon effective communication.
• If you are ever called upon to speak before a group.
• If you desire to improve pour marketabilify.
• If "first impressions" are important to you.
• If you are in a cut-throat industry in which every
tool that enhances your credibility will increase
your chances for success.

Body Language:
Ten Basic Power Signals
Course includes: Audio Cassette Tape instruction

detailing bodp language do's and don'ts; 15 Signal
Cardsfor personal role plaping and rehearsal, includ
ing the Ten Basic Power Signals plus eight "Killer"
negative signals to be avoided. Additionally, a Power
Signal 21-Dap Rehearsal Chart is enclosedfor turning
the Power Signals into a life-long habit.
THE

This course will teach you how to signal positive selfassurance without opening your mouth! Learn the
power signals utilized by leaders throughout the
world, including Presidents, corporate CEOs,Profes
sional Sales Executives, and dynamic Motivational
Speakers.

OOPj DDQeo"
RMTS Unlimited Potential , Incorporated
PO Box 507. Salem.OrOQon 97306

Please rush me
Ten Basic Power Signals course(s) at
$24.95 each, which includes postage and handling charges. I under
stand that, if for any reason 1 am not satisfied after examining con
tents for 30 days, I may return it for a full refund.
MAKE CHECK PAYABLE TO R.M.T.S. UP, Inc.
Name
Address

City

State .

.Zip .

Send to UP,Inc., P.O. Box 507, Dept. PS, Salem, OR 97308
(Allow 4-6 weeks for processing and delivery.)
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an Smith is speaking to a
group of managers about how
to increase production. There

•e 35 peo]^ in the audience. Smith

an experin production techniques,

id these a^Lali people who need this

iformatiot^ln the middle of the
leech he r^mces one man looking
irough sorr^papers instead of paying
tention. ItH few minutes he glances

v\\

I the back Wv and sees a fellow who
:ems to be having a difficult time
aying awake. A man in the front row
tapping
ig his
his foot
tool anxiously and has a

infused loc^on his face.
Smith seeHhat the rest of the au-

ence is; list^ing
listSing intently, smiling,
'en noddine
agreement with what
idine in i

:is sayingH"hough
this is reassurIngH^hoi
ig, those

worry him. He wants

s speech^^^^
;h^Hnmeaningful, and he

ants to dHHHiem back in. He soon
:alizes, however, that it is nearly imissible to give his speech and think of
ays to keep people interested at the
ime time. Smith decides to give up
1 these three and just devote his
lessage to the people who are listen-

ig seriously
But therHs no reason for Smith to

irget the ffl-ee who were having troule concentrating. "Listening" to the
onverbal feedback from your au-

lence and^dapting your speech

:cordinglHs easy to do, and vital to
truly effOTive presentation.
Considering the audience before you
ive your speech allows you to plan
lecific things that might keep this auience interested. This isn't

essimistic; it is merely having a backp plan.
Since it is so important to be aware

f your aut^wce's reaction throughout

our speccl^vou have to watch them
5 much aslWssible. Limit the number

TEN EASY WAYS TO KEEP YOUR
AUDIENCE ALERT AND ATTENTIVE.

of notecards you use. Maintain consis
tent eye contact with your audience so
you can read their responses quickly
and adapt by using one or more of
these 10 simple methods. Most of
these points are easy and obvious, but
many speechmakers, concerned
primarily with the content of their
message, need to be reminded of some
methodological pointers.
(1) Use humor. Humor is an ex
cellent way to get people back into the
speech. Not only does everyone enjoy
a good joke or a funny story, but the
laughter of the rest of the group will
usually get the attention of anyone
whose thoughts are elsewhere. Don't
do a Rodney Dangerfield imitation,
but plan a few humorous additions to
give your speech personality.
(2) Ask a disinterested person a
question. Not a question that has a
right or wrong answer, but a question
that requires an opinion. This is
sometimes easier with a small group,
and definitely simpler if you know the
members of the audience. But,

regardless of the composition, asking a
person a question gets him thinking
about the subject matter and he is
soon listening again. And, asking,
"Carol, do you think this method

CONTACT so YOU

tone of your voice. Be dramatic.
Speak loudly. Use different voices to
make different points. Just changing
the sound that your audience is hear
ing will strike something in them and
get them listening again. The same
principle applies to movement. If the
situation allows for it, move around
some as you speak. Use gestures to
emphasize. Give your audience some
different things to watch.
Dr. Virginia Kidd, of the California
State University, Sacramento, Depart

CAN READ THEIR

ment of Communication Studies,
points out that audiences are condi

RESPONSES.

tioned to expect change these days.

would work in your office?" gets
Carol listening because she sincerely
wants to help her company. If Jack
looks confused, don't be afraid to ask,

"Does this make sense to you. Jack?"
(3) Say something surprising. Part of
planning ahead is that it allows you to

Maintain eye

"Local news stories on television
tend to run between one and one and

be armed with plenty of strong facts
and statistics. Saying something sur
prising or even unsettling will definite
ly bring people back to the subject at

a half minutes," she says. "Network
news stories may be two or three
minutes. On entertainment shows,
the camera angle changes an average
of every seven seconds, and new

hand. These don't even have to be

scenes and new characters occur fre

strict, scientific, researched statistics.

quently. Audiences are no longer ac
customed to sitting and listening to
one voice with only one visual effect
for any length of time."
(5) Use visual aids. Movement
keeps your listeners attentive because
it adds variety to what they see. Using

Just saying, "Most managers I know
are actually afraid deep down inside of
being managers" will get everybody
ready to listen for more.
(4) Practice vocal variety. An easy
and often ignored method of regaining
someone's attention is to change the

visual aids has the same effect. These
can be in the form of charts and

f

a

Hold Your Audience
SPELLBOUND
*

jgyXMHiKrldS
'

Now professional toastmaster Thomas

Montalbo shows you how in THE
POWER OF ELOQUENCE.This virtual
blueprint for making audience-rousing
speeches includes:

• 12 dramatic openings and climactic closings
• 10 tricks for orchestrating fluent transitions that
maintain audience enthusiasm • 8 proven
frameworks for effective speech organization •
Over 200 eloquent quotations for 116 topics •

Tlicsnas Montalbo

THE POWER OF

8 ways to enhance your eloquence with wit and

ELOQUENCE

humor (even in the most serious talks!) • 9
strategies for developing a compelling title • plus
a 3-part speech-making formula for creating a
vivid, personal speaking style.
These audience-tested techniques for preparing and delivering speeches all add
up to the kind of eloquence that can bring any audience to its feet.
Magic Key to Success in
Public Speaking
by Thomas Montalbo, DTM

Mail this coupon today for a 10-DAY FREE TRIAL COPY

I THE POWER OF ELOQUENCE by Thomas Montalbo, DTM. Just
$19.95 plus postage and handling. □ Bill me □ Payment enclosed (We pay postage
I and handling, same money-back guarantee)
IPrentice-Hall, Inc. Name

I Route 59 at Brookhill Dr.
West Nyack, NY 10995

Address .

City/State/Zip ,

Dept. 4

THE

I
S-S8038-ZI(^

68765(6)

graphs or even slide presentations.
Visual aids also clearly illustrate the
points you are making. In addition,
any written material you can give your
audience to take with them keeps your
speech fresh in their minds and gives
them the feeling that they've received
their money's worth. It is most helpful
to distribute this at the end of the

speech so it isn't distracting during the
presentation.
(6) Address individual listeners. If
you are reluctant to draw attention to
someone who is drifting for fear of
embarrassing him, speak to the people
around that person. Obviously this
works even better if you know the
people by name. But any audience in
volvement will serve as a nudge to
other audience members.

As Dr. Kidd says, "One way to
speak to audience members individual
ly, when you don't really know them
individually, is to speak to them as
representatives of something you do
know. 'All of you from Fresno will
especially want to note. . . ' will wake
up the Fresno contingent. Or refer to
a current event or a television pro
gram audience members might iden
tify with. 'And to you closet Gilligan's
Island viewers. . . ' can get both a selfconscious laugh and attention."
(7) Know your audience. If you
can learn something specific about the
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members of your audience before you
speak, do it. If you can find out their
hobbies, their interests, even their

favorite charities—anything you can
use to help personalize the speech—you
have a better chance of keeping them
with you throughout your address.
Then, when they begin to fidget, use
them or their interests as an example.
Say, "Now, if Bob and Ann here did
some brainstorming about production
while they were jogging together
tomorrow morning.. ." Or explain
that the skill you are discussing isn't
any harder than learning to drive,
thus giving your
audience a specific, easy-to-relate-to
example.
(8) Have a break. If your speech is
long (more than an hour), you must
anticipate that people will get tired of
sitting and listening actively. When
you begin to see people moving in
their seats, speak until you reach a
natural stopping point gnd then let
people get up, stretch and move
around. You can even plan a break
when you are putting your speech
together. This prevents any boredom
that may set ip and allows people to
refocus on what they're doing. You
also can keep talking to them if you
are limited by time, but change your

Listen
and Succe u
Cassette tapes featuring condensations of best-selling books:
□ Power of Goal Setting

□ Think and Grow Rich

□ Magic of Thinking Big

by Napoleon Hill

by Paul |. Meyer

□ How I Raised Myself

Speaking by Millard Bennell

from Failure to Success

in Selling by Frank Betlger

by David Schwartz

□ The Art of Public

□ The Greatest Salesman

in the World
by Og Mandino

□ The Magic of Believing
by Claude Bristol

Each only

$10.95 included.
Make checks payable to:

Enclosed is my check or money order for
(checked above) (g) $10.95. Total $
Name

Address

Success Tapes

City

3027 S.E. 28lh Ave.

Visa/M.C.# .

Portland, OR 97202

-tapes

State-

. Zip-

Exp. Date

JOKES for SPEAKERS!

For Toastmasters, Business Executives, Club Officers,

Banqueteers, or anyone who has to talk.

An up-to-tfie-mlnute Topical Joke-Bulletin with approximately 100 funny

one-liners, stories and roast lines. Created by top Hollywooti comedy

writers. A great source of fresh professional material to humorize your
speech for any audience; any occasion. Current issue: $7.50.
Our 11th Year. Send check or M.O. to:

JOKES UN-LTD.

tone to a more conversational one dur

8033 Sunset Blvd., Dept. 0-6, Hollywood, CA 90046

ing this peripd. Leigh F. Stephens,
who is a communications consultant

for government and private business,
uses this technique frequently.
"One of the most successful

audience participation exercises I have
used is to have people stand up in
response to a question," she says.
"For example, 'How many of you in
this room have been victims in this

last year—would you stand up?'
"This gives the audience a stretch,
makes them involved in the subject,
captures self-interest, and gives you
the opportunity to make that special
point:

"'Well, it looks like you're typical of
the general population--one third of
you are standing and the Federal
Bureau of Investigation 1982 statistics
reveal 66 percent of the population has
been a victim of some type of crime
during the past year.'
(9) Conduct a group exercise. As
Stephens' example indicates, nothing
helps keep people involved better and
makes your point more clearly than
doing some kind of group exercise or
practice in a particular skill you are
attempting to show them. Some people
will resist this, so make it something
simple and fun. Whatever the exercise,
it works in getting people to really
think about the subject matter and it
THE

keeps them listening to you for in
structions. It also helps to have them
do an individual exercise. Figuring out

a problem by themselves requires your
audience to pay attention, and it helps
demonstrate what you are talking
about.

Use them or
THEIR INTERESTS

^4^^ EXAMPLES.

(10) Ask what they would like to
discuss. The most direct route is

sometimes the best. If you notice a
few people staring at the floor, ob
viously not listening, or even confused,
ask them what would interest them

more. It isn't necessary to do this in a
demeaning or scolding fashion. Simply
say, "On what part of this subject
would you be most interested in focus
ing?" Or say, "I'm really trying to
meet everyone's needs here. How can
I relate this to you and your situa-

tion?" This rarely puts people off. In
fact, it usually reinforces the idea that
you really are interested in com
municating with everyone in the
audience.

Anyone who gives a public speech
now and then should find at least one

of these tips helpful. These are
methods used by business people,
politicians and teachers. No one likes
planning and preparing a speech just
to have people fidget and daydream
during it.
But a final point is worth
remembering. You can't please all of
the people all of the time. Recognizing
this will prevent you from spending
your entire speech trying to get the
guy in the corner to wake up.
People have too many things to
think about these days and they
usually need a little push to stay focus
ed on one subject. You can do it
gently by following these steps. It will
make your speaking experience more

worthwhile.)^

Ginny McReynolds teaches public speak
ing and journalism at California State
University, Sacramento.
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For people at the top...
and those who plan to be there.

HOW TO THINK AND MAKE SENSE
WHAT SOME PARTICIPANTS SAY:

Dr. Keith SpiceKs

"... outstanding in every respect... and there was a
bonus — it was fun. Many thanks."— President, major
international bank.

WINGING IT

"I'm quite impressed... an excellent crash course."
— Regional manager, another major international bank.
"Your system is practical, time-saving and effective."
— CEO, multinational forestry firm.
"... extremely useful in helping me to express myself
logically and persuasively."— VP, Passenger Sales, leading

Logic System
A PROVEN TOOL FOR SUCCESS

international airline.

ON A NO-RISK, MONEY-BACK

"Techniques are just plain excellent... takes a dry
subject and makes it appealing. Easy to use..."
— University Executive Program participant.

GUARANTEE:
Acclaimed by bank presidents, airline executives, CEOs
and professionals in many fields, this fully integrated TeachYourself Kit drills you in structured thinking for business
communication — the key factor in corporate success cited
by the International Association of Business Communicators

A MIND-STRETCHING PACKAGE:

and leading business schools.
Contains all the essentials of the $495 live seminar In

quick analysis and coherent communication taken by
hundreds of top executives. Based on the txx)k WINGING IT
praised by Dr. Laurence J, Peter (The Peter Principle), Lester
Thurow (Newsweek columnist), and several other
international authorities on communication.

HOW IT SAVES TIME
WHILE EXPANDING YOUR TALENT TO:
Book free with seminar kit; book alone:$15.95 postpaid.

Think:
— quickly analyze new problems
— organize your ideas
— clarify and focus your arguments

Write:
— more crisply and convincingly
— elicit prompt action on your goals
— project credibility and leadership

Six hours of stimulating, often humorous, drills focusing
on business, professions and government. Course includes
Dr. Spicehs 244-page Doubleday txx)k, four 90-minute
cassettes recorded to broadcast standard, 78 pages of
workshop and drill notes — all in a strong, elegant binder.
A "live" seminar you can take as often as you want at a
fraction of the cost of a public seminar.

/«»

CALL TOLL-FREE TODAY
FOR NO-RISK 15-DAY TRIAL:
For faster delivery, charge-card users may call:
USA: 1-800438-1242
Canada: Gail collect (604)879-7618.

Speak:
— improvise without notes
— tum shyness into creativity
— convince and motivate listeners.

DR. KEITH SPICER

OR MAIL COUPON WITH PAYMENT
OR PURCHASE ORDER

MA/L TO:

USA:

ESI, Inc.,

Canada:

ESI, Inc.,

Suite 81, Box C34069, Seattle WA 98124-1069

(Can. funds)

Box 34007, Station D, Vancouver, B.C. V6J 4M1

copy(ies)of
. copy(ies)of complete WINGING IT Logic System Teach-Yourself Kit at $98.00 each;.
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If for any reason I am not satisfied with this system's value to me,I may return my purchase within 15 days for a prompt refund.

Please ship.
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MasterCard □; American Express □;
company purchase order □.

Please print
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CREDIT CARD NO.
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STATE/PROV. &CODE
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EXPIRY

How To Hire Wisely

by Harry David

Executives are lousy recruiters
when it comes to interviewing
an individual to fill a key
position.
That's a terrible statement for me to
make.

But, in my experience as a
headhunter, I have found it to be
true.

To the humble job applicant, ex
ecutives may appear to be forceful,
decisive, even threatening figures.
Usually, however, that's a facade.
Behind this facade, the most

sophisticated executive quakes and
quails at the approach of an interview
as much as does the person who is
about to be interviewed and who

hopes to impress the person behind the
big desk.
Executives have no difficulty making
decisions at other times. Unhesitating

ly and swiftly, they commit millions of
dollars, testify before Congress on
behalf of important industries, and
guide the destinies of large enterprises,
powerful associations, and politically

mm

and economically mighty labor unions.
They dine with the great and sip mar
tinis with the mighty.
But they turn pale at the mere

thought of an interview with a pro
spective employee, seemingly terrified
when they have to say yes or no.
I have actutJly watched some of my
clients make people decisions—hiring
for an important job—and I have had
other executives tell me of their feel

ings at that time. So I can pretty
much tell you what happens (even

though the other party does not usual
ly recognize it): They turn shy, almost
speechless; they get nervous; their

as well for the executive.

hands shake and their foreheads

jobs. "I just didn't like the way he

become waterlogged. Their blood

talked to me," they will tell you. Or,
"He was quite a different person from

pressure rises. And, at times, some of
them become practically incoherent.

They suffer from what I call recruiting
trauma.

Not unnaturally, their judgment is
often affected by it. And so is their
personality. Over the years, many
men and women have told me about

their experiences in being interviewed
for a key job. They are often puzzled
by what seems to them strange
behavior, even on the part of people
they have previously, but in a different
context, met and chatted easily with.

They can't explain it. And that's just

Some applicants have actually turn
ed down lucrative, career-building

the one I met some time ago." For
them, the enigma is rarely solved, and
they take away with them an uneasy
feeling that perhaps, in some way,

like an actor about to go on stage

opening night each time you have to
make a people decision.
Implicit in the 11-point program to
help overcome recruiting trauma must
be this key thought: You talk, you in
terview, and you hire because you

need people who will help you build
your own career. And the building of
your career is worth an effort. What's

they failed at the crucial moment. The

to be done?

truth is probably the other way

• Plunge right in. You have a key
spot open; it has to be filled. Don't

around.

If you are one of the secret sufferers
from recruiting trauma, and you want
to be cured, I can offer you no rose

tell yourself that you will start inter
viewing tomorrow. Do it now.
Waiting will increase your tension and

garden or the perfect solution. But I

decrease your credibility with potential

can, and will, suggest certain courses
of action which may ease your ten

incumbents eager to meet you.

sions and prevent you from behaving

about the reason for conducting it:

Just before the interview, think
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Having the right person in the spot
will help you reach your goals and will
lessen your worries about reaching
them. Having an important reason for
doing what you must won't cure your
churning insides, but it will assist you
in doing what you know you have to
do.

And when the visitor arrives in your
office, remember, he or she is as

scared as you are—more so, perhaps.
• Buy now—pay more later. But
think before you leap. Saying yes now,
because it will end your trauma, may
bring on another trauma later.
An executive I know changed
assistants three times in one year. Is
he a bad judge of people? No. Inter
viewing upsets him, clouds his judg
ment, and makes him hurry through
the process. He might as well close his
eyes, take a deep breath, and put a
pin into a resume: "That's the one."
Another executive I know considers

people decisions a time-waster. He
rushes through them and suffers the
consequences. Next week, next month,
next year, he will have to start all over
again. He will have to face the
trauma—and expense—of interviewing
and decision-making once again.
• Procrastinate at your peril.
Neither permit yourself to be hurried
nor to procrastinate. Some executives
are too, too busy to fill the position
that needs filling and find imaginative
excuses—from board meetings to golf
dates—to postpone the day. What's in
volved here is a combination of fears

of making decisions on people and
doubts about your judgment.

"at least some good things happen
ed." He might have added that
nothing at all happened in the months
while he had put off making a decision
on hiring that man.
• Waste time, gain time. Do what
comes naturally to you in the perfor
mance of your more glamorous tasks
(long-range planning, appearing on
Capitol Hill, making a speech); Take
time out to think about goals (the
organization's, your own).
What do you want to accomplish?
And how should the man or woman

you hire be able to help you ac
complish it?
Most important, beware the instant

were the words which the owner of a

successful service organization used in
a recent conversation with me. She

has hired some good people (and
knows it) and her current and former
employees like and respect her as a
boss.

"But I just can't help it," she said,
smiling ruefully, "I am never sure."
But she does not procrastinate. She
makes herself make decisions. Most of
them turn out well.

impulse to say that you want "a per
son just like the person. . ." who oc
cupied the now-vacant key spot for the
past 15 years. It might be a cop-out.
The president of a large national
association was faced with the retire

ment of his chief lobbyist. The man
had held the job for many years and
had many achievements to his credit.
During the last few years on the job,
Things had changed on Capitol Hill
since his hey day (the aides were
younger, better educated, more
businesslike; so were many members).
It was time to find a different type
of person. The president of the
association did. And it worked.

Perhaps you do need someone just
like the person you are replacing. But
don't obey that impulse until you've
assessed the problem.
• Beware the feeble focus. The

chief executive of a midsized organiza
tion needed someone to put his finan

for such an individual for many
months.

himself up to let the man go. Yet,
while castigating himself for not hav
ing hired the perfect candidate, he also

Gently, but firmly, I pushed him in
to focusing on what he really needed
urgently: a wizard to bring order out
of financial chaos. Such a person was

THE

mumble, mangle the language, and
manage to create confusion. The oil
company executives wanted someone
to double as lobbyist and liaison with
other business organizations in an im
portant Western state. But they failed
to broadcast the message lucidly to
others from whom they asked help in
locating such an individual.
The result? A key task left undone
for months.

Send a clear message to those who

OCCUPIED THE POSITION.

And now, he added, he had nerved

admitted that the incumbent had at

• Speak out, speak English. Being
uneasy and unsure, some executives

LIKE THE PERSON WHO PREVIOUSLY

You can lose less by making a poor
decision than by avoiding one
altogether. For example, an acquain
tance of mine complained one day that
he had made a "not very wise choice"
in selecting a public relations director.

least "improved relations with the
press and television."
"I guess," he finally summed it up,

sweepstakes.

Beware the instant impulse to
SAY THAT YOU WANT A PERSON JUST

however, he had been less successful.

"What if I make a mistake?" Those

a dream-come-true, all-round number
two, can be likened to winning the

can help you: your personnel director,
other staff members, other executives.

They can and will help you.
• Mind your manners. Once
you've found the right candidate, take
a deep breath, get your mind on the
job, and remember that you need peo
ple as much as they need you. Now is
your time to talk (about the
organization—its aims and policies
first, then about the specific job) and
listen.

Now is the time for you to
remember that interviewing is not
your personal trauma alone. Your

guest, too, has the opening-night jit
ters. But you are the host, so it's up
to you to put your guest, as well as
yourself, at ease.
"He was obviously nervous," a

friend of mine reported recently after
seeing an important New York cor
porate executive. "Either he hated in

terviewing or he hated me." My
friend was so put off by the meeting

cial house in order. But the more he

that, when he received an invitation

talked, the clearer it became to me

for a follow-up visit, his reply was

that he wanted a confidante-controller-

thanks, but no thanks.

alter ego. It was a mighty tall order-so tall, in fact, that he had searched

found. The fact that the two of them

rapidly developed a close relationship,
so that the newcomer did develop into

• Communicate—with your
ears.Listen and learn. Good listening
is good communication—and a compli
ment to the speaker.
The candidate was very bright, well
educated, and suited for the position
(a top administrative job) for which he
was being interviewed. He had, in
fact, been courted by the organization,
but now that he sat opposite the chief
executive, he found it impossible to
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president of public affairs, and 1 knew
a man perfectly suited for the job. The

get a word in edgewise.
"I never got a chance to state my
case," he angrily told friends after
ward. "I felt like a mike on the

speaker's rostrum." A day later, he
wrote the executive that he had an of
fer he couldn't refuse. . .elsewhere.

Don't lose good prospects that way.
Give the other party a chance to talk
about himself; encourage him or her
to go beyond the arid resume facts
and figures. As a good host, you
should know something about your
guest before he arrives. The meeting
should yield information about his
mind, not how his memory ("What
did you do in 1969?") works.
Besides, an animated exchange of
ideas will chase away the interview
blues—yours and his—and yield twoway information. If he sees that you
are interested in him instead of a piece
of paper, he will talk freely and will
realize that you are serious about him.
• Tell them who you are. Having
managed to dissipate some of the
trauma, you are ready to talk—and to
sound like a human being. That's im
portant, for what you have to say at
this point will determine the can
didate's measure of interest in joining

individucil was not eager to make a
change, but he fmtilly agreed to a
meeting. He came away from it
utterly charmed—and ready to go to
work for my client.
"Having spent an hour or so get

you.

And what any serious, bright can
didate wants to know is the status and

standing of the organization—among
its members, among its suppliers,
among its audience, among politicians

club, sales and

political meetings
SURE NEED HUMOR!

ting acquainted," the man reported
later, obviously enthused, "he started
telling me all about the things that
needed to be done, and not only in
the public affairs area. 1 got an over
view of the whole organization.
"Then, he talked about himself. He
said that some day he would return to

IF YOU'RE
INVOLVED,
SEND FOR
THIS BOOK

You CAN LOSE LESS
BY MAKING A POOR
"UNACCUSTOMED AS I AM"

DECISION THAN BY

A VOIDING MAKING
ONE AT ALL.

gives you 238 pages of good current humor
Indexed for easy use. A bonanza for busy chair
men and editors. Good reading for anyone with
a sense of humor,

Pointed material to fit any occasion compiled

by the International President of a world-wide
service club for his own personal use.

NCW,Second Printing.
Send Check for i795pliis ^95 Mailing or your

MosterCfKirge-Vlsa number, Indiana odd 4%Tax.

his first love, the law. But it should

not bother me. By then, 1 would be
part of the organization's establish
ment, and my future would not de
pend on his still being there."
Invariably, my client also discusses
a prospective employee's future with

THE LORU COMPANY
PO.BOX396,NORTH WEBSTER,INDIANA 46555

V'

specific promises, of course. And he
expresses his ideas clearly, using words
to clarify, not hide, his meaning.

on the Hill or in the state houses,

among the federal agencies, and
among the public and the media.
• Be clear, candid, concise. Don't

let a word hypnotize you and stand in
the way of progress. Think of it as a
friendly and important meeting, not
an interview. You are getting ac
quainted (or reacquainted) with an in
telligent and somewhat ambitious man

■

-V--

solely because it offered more money?

great help to you while you can fur

less than ever. Create a vision in their

In such a meeting, holding back is
both destructive and self-defeating. If
she has talked openly, reply in kind. If
she has told you about her interest in
community affairs or politics (helping

minds, show them new horizons. Talk
money, by all means (candidly), but

ample) tell her a little about your own
interests away from the office.
One of my clients, the head of a nationtil association, always talks a little

-

But when he has said what he has

ther his or her career.

a local or statewide candidate, for ex

■

to say, he stops. So should you. Too
many words can spoil a dead.
• Think back. Did you take a job
Or because something about it and the
employer excited you?
The best and brightest do not live
by cash and contracts alone. Today

or woman who doubtless can be of

*

the association, without making too

♦v.

'.'AT' .

c, V

- ,■i\r

.

don't talk it to death.

Above all, don't keep them waiting
too long: waiting for the day when
you will see them, waiting in your
outer office, waiting for a final deci
sion. Those who could help you most

•Ah'' _ f.
^

.V'

.%■ ■
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won't wait. The others aren't worth

waiting for. Show them that you know
what you want.

about himself; he does it not

calculatedly, but with candor; He likes

In other words, be a decision maker

who can make a decision.^

others to feel that he is not a far-off

threatening boss figure, but a human
being with hopes and ambitions of his

Reprinted with permission from the August

own.

1981 issue of Association Management.

Copyright 1981 by the American Society of

1 remember one occasion in par
ticular. He needed to find a new vice
THE
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You are cordially Invited to join a dynamic
group of top achievers...
THE

TORg^CLJUB

with this special
Charter Membership offer
#

to readers of TOASTMASTER:

m

Save 40% on Your
First Success-

building Audio
Program—and

\
N

Get One Issue of

INSIGHT,the New
Cassette-a-month

Digest of Action Ideas
for Top Achievers
Save 30% on One Additional Program and Get
Three Months of INSIGHT—a $32.50 Value FREE!

Save 30% on Your Third Program and Get Six
Months of INSIGHT—a $65.00 Value FREE!
start profiting now as a Charter Member of a most exclusive club. The TOP 5%
CLUB represents that 5% of the population who are, or who will be, the leaders
in every field.
This unique club offers a convenient, systematic method of being a Total
Winner...with direct-by-mail access to exciting new cassette programs, hundreds
of money-making ideas and guidelines for success...

Programs on a wide range of subjects by Earl Nightingale, Denis Waitley,
Leo Buscaglia, Joyce Brothers, Robert Schuiier, Mike Vance, Marvin Cetron,
Kenneth Cooper, Clay Sherman, and many others.

The all-time best seller by the
world-renowned radio commentator and

dean of self-development
Lead the Field
by Earl Nightingale
A blueprint for success, used by
hundreds of thousands of men and

women and thousands of organizations,
large and small. Each cassette covers a
different aspect of living, improving
attitudes, goals and earnings.

116A $65.00

(Club Price; $45.00)

Twelve audio self-training sessions
for success in any endeavor:
1. The Magic of Attitude ("The Magic
Word"). How a simple 30-day test can help
you chart your journey to greater success.
2. Recognizing Opportunity ("Acres of
Diamonds"). Why each of us is surrounded
by "acres of diamonds."
3. Setting Worthy Goals ("A Worthy
Destination"). How to plan for and reach
your objectives on schedule.
4. Using Your Mind ("Miracle of Your
Mind"). Creative thinking and problem
solving to help you achieve your goals.
5. Service and Rewards ("Destiny in the
Balance"). The one immutable law for all
economic and personal achievement.
6. Self-knowledge ("Seed for Achieve
ment"). Why some "average" people out
perform apparent geniuses.
7. Conformity/Non-conformity ("It's
Easier to Win"). When and when not to

How You Profit from this Offer

conform. Success is easier than failure.

To become a Top 5% Club charter member, choose any one of the $65.00 six-

8. Self-management("How Much Are
You Warth?"), Applying the principles of
successful corporations to your own growth.
9. Money ("Let's Talk about Money"). How
to increase your income and provide gener
ously for a happy and fulfilling future.
10. Personal Growth ("One Thing You
Can't Hide"). An effective program for con
tinuing and increasing personal growth.
11. Using Time Management ("Today's
Greatest Adventure"). How to use your time

cassette programs shown here for only $39.00—a Charter savings of 40%.
You'll receive not only the program of your choice, but also one Free issue of
INSIGHT—a monthly cassette and beautifully printed book of idea stimulators
from Earl Nightingale and other outstanding authorities.

There is no hassle in returning a card to reject a Club offer. No automatic shipment
of programs. You simply agree to buy two or more additional programs whenever
you wish during the next two years at a savings up to 30% or more.
Buy one additional program from this ad—and you receive three months
of INSIGHT free. Or fulfill your agreement now—and start profiting even more—by
ordering two additional programs today and receive six months of INSIGHT free!
Satisfaction guaranteed. If you're not completely satisfied with your introductory
program—or any additional program—you can simply return it within 15 days for

for maximum results.

12. Being a Leader ("Man on the White
Horse"). Developing success qualities for
yourself and any group you lead.

a prompt refund or credit.

ACT TODAY!

Please note the additional opportunity to purchase a quality Sanyo cassette
player/recorder. Fully guaranteed, with AC cord, batteries and built-in microphone.
Suggested retail—$45.00—yours for only $40.00.

1-800-323-5552 during Chicago office

Charge card users call TOLL-FREE
hours (Illinois, Alaska and Flawaii residents call

1-312-647-0300). Any other time call
,1-800-621-5199. (Illinois residents call
1-800-972-5855)....or mail In the Charter
Membership Certificate now!

FOR FASTER SERVICE

Charge card users call TOLL-FREE

1-800-323-5552 during Chicago office
hours (Illinois, Alaska and Hawaii residents call

1-312-647-0300). Any other time call
1-800-621-5199. (Illinois residents call

1-800-972-5855). ..or mall In the Charier
Membership Certificate now!

?r
FREE for
New Charter

ri

i

Members
INSIGHT trial of a

monthly cassette
and book digest of
action ideas for

top achievers.

What is the greatest goal that you
can possibly imagine yourself achieving?

Possibility Thinking
by Dr. Robert H. Schuller

Dr. Schuller, creator of the Internationally
televised "Hour of Power" presents the
success techniques of Possibility
Thinking for every department of your life
and shows you how to achieve seemingly
impossible goals.

1200A $65.00

(Club Price: $45.00)

Twelve audio Sessions to Help You
Master the Miracle-working Techniques
of Possibility Thinking:
1. Attitude. As a Possibilify Thinker you live
confidently, develop new ideas, capitalize
on opportunities, and solve problems
creatively.

2.Imagination. With Possibility Thinking you
visualize ways of reaching your goal and,
once that goal is achieved, set a new one.

3. Opportunities. Possibility Thinkers are
Opportunity Spotters, who know that
any obstacle can be overcome.

4. Problems. As a Possibility Thinker you
welcome problems not as stop signs, but as
guidelines and as opportunities in disguise.
5. Goals. By setting goals-even seemingly
impossible goals—you generate maximum

Over 400,000 albums sold!

The Psychology of Winning
by Dr. Denis Waitley
Offers you simple, yet profound principles
shared by the great achievers of our day.
Dr. Denis V\faitley matches winning
attitudes with winning behavior for a
more successful you!

716A $65.00

(Club Price: $45.00)

The Ten Qualities of a Total Winner:

INSIGHT

This Sound/Print Digest of Action

Ideas for Top Achievers is an exciting
new monthly audiocassette and printed

book of new ideas from Earl Nightingale
and other top achievers widely recognized
as experts in their fields. Ideas In all
areas that can impact your life. Ideas
most often made available to you within
a few days of their appearance.

introductory cassette. The first two
sessions introduce the Ten Qualities of
a Total Winner.

1. Positive Self-expectancy. Learn how to
more effectively capitalize on a well-known,
but little understood principle used by every
great achiever.
2. Positive Self-motivation. Denis Vtfaitley
helps you utilize the two vital qualities of
every successful person.
3. Positive Self-image. Total winners are
aware of the importance of self-image in
expanding their achievements.
4. Positive Self-direction. This session helps
you better program your time, more quickly
achieve your daily and long-range goals.
5. Positive Self-control. Here Denis Waitley
shows how you, like other winners, have

the power to control almost any aspect of
your life.
6. Positive Self-discipline. Learn to practice
flawless success techniques in your mind
until they become part of your personality.
7. Positive Self-esteem. Develop and main

tain a stronger, deep-down feeling of your
own worth ... avoid negative emotions that
lead to failure.
8. Positive Self-dimension. See a fuller

perspective of yourself, learn more from the
past, plan better for the future, and live as
fully as possible in the present.
9. Positive Self-awareness. "Play from
strength" in your career and personal life...
and more fully realize your true potential.
10. Positive Self-projection. Practice posi
tive self-projection. Become a master at
receiving and transmitting communication.

energy, creativity, achievement,and rewards.

6. Leadership. Possibility Thinkers are team
builders. Seven principles to build and
maintain a winning team.
7. Self-esteem. Eleven ways to help others
who mean a lot to you to build and maintain
a healthy self-esteem.

8. Faith. Seven Possibility Thinking steps
that will move mountains.

9. Energy. Managing your energy can be as
important as managing your other assets.
How you can always have all the energy you
need.

10. Time. Ten principles to help you
evaluate and allocate the hours of every day
for maximum achievement.

11. Determination. Citing true-life examples.
Dr. Schuller tells how you can overcome
seemingly insurmountable obstacles.

12. Management. How to better manage
ideas, money, opportunities, time, people,
talent and training, energy, risks, decisions,
problems and, most importantly, yourself.

r'
TOP 5% CLUB CHARTER MEMBERSHIP CERTIFICATE
To: Nightingale-Conant Corporation • Vttorld's Largest Producer of Audiocassette Programs
7300 North Lehigh Avenue • Chicago, IL 60648
Please enroll me as a Charter Club Member and send the cassette program I've indicated at
only $39.00 ...plus any additional programs I wish to buy now at the Club discount price of
just $45.00 each.
I simply agree to buy three programs (Including my purchase today) in the next two years.
Send me one, three or six FREE monthly Issues of INSIGHT, depending on my purchase of
one, two or three programs at this time. If for any reason I'm not pleased with any program
I receive, I may return it within 15 days for a prompt refund or credit.
□ Enclosed is my check. (Please use envelope with address shown above.)
□ Charge to my credit card:
□ MasterCard □ VISA □ American Express
Qty.

Program

□ Diners Club

□ Carte Blanche

Total
Exp. Date

Acct. No.

Lead the Field (116A)
Possibility Thinking (1200A)

Signature

The Psychology of Winning (716A)
Sanyo Cassette Player/Recorder

(S-2) @ $40.00

Company

Illinois residents add 7% Tax

lOC/o NO-RISK GUARANTEE

You must be completely satisfied with every club
selection you order now or in the future—or you
may return it within 15 days for a prompt refund.

Shipping/Handling Charge
Total
PLEASE NOTE: Offer limited to residents of U.S.A.

$ 3.00
$-

Address
City

Zip

The Power of Pre
WINNING PEOPLE KNOW HOW TO USE THEIR MENTAI

Do you often exclaim, "Why
didn't I think of that?" Have

you noticed that you always
seem to have a crisis, while other peo
ple are in complete control of every
situation? Are you more successful get
ting your own sweet way some times
than others? Why do these things hap
pen? Is it merely luck? Think about it

think can be exploited. Each coach
analyzes the play book to determine
the plays that should be successful.
Plays are modified to fool the opposi
tion, and the team practices them until
the plays are perfect. The final game
plan takes advantage of an opponent's
weaknesses and strengths. It leads the
team to victory.

Winning people have also learned

for a few minutes.

What did you come up with? Were
you able to concentrate on the
question—or did your mind quickly
switch to a different channel? Think

ing is hard work. Most of the time we
don't bother to think. We use old

established habit patterns to handle
routine events, solve problems and
meet new situations. As a result,
we've never learned how to effectively
and efficiently use our brain.
In a typical day, how much time do
you normally set aside for thinking?
What do you usually think (not
daydream) about? Is your answer
"Nothing much"? Then who is doing
your thinking for you? Your spouse,
boss, parents, brother, sister,
neighbor? Who makes your plans?
Where does the direction in your life
come from? By not thinking, develop
ing plans or setting your own direc
tion, you are putting your future in
the hands of Lady Luck. Sure you can
trust to luck, but will you be satisfied
with the results?

There is a better way to control
your future. It's a way that gives you
the chance to "think of that." This

system helps predict crisis situations
before they occur. It helps you get
your way more often than not.
I call it the "Power of Prepared
Thinking." Successful people are
prepared, like sports teams. They have
a game plan. Winning sports teams
thoroughly prepare. They study films
and scouting reports about each oppo
nent, and their coaches look for

weaknesses in the opponent that they
THE
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Be selective and
SPECIFIC WITH

YOUR SOURCES,
GOALS AND WORDS.

how to use their mental powers to
prepare a personal game plan. They

decide their objectives based on an
evaluation of alternatives that lead to

the creation of their personal success
plan. Winners have improved their
chances of success by taking five ac
tions. They are specific, outline alter
natives, use the scientific method, con

centrate and pretest their plan.
Be Specific
It is impossible to satisfy vague,
general requirements. If you aren't
specific, you will soon be in trouble,
as a local politician discovered. He
was running for mayor. His campaign
fund was depleted. It was still six
weeks to election day. He decided to
use the mails to raise the money
necessary to continue his campaign.
To be sure he reached everyone in his
district, he sent his message via a mass
mailing simply addressed to
"Occupant."
A few days later he received a check
19 8 4

lared Thinking

by David K. Lindo

iWERS TO PREPARE A PERSONAL GAME PLAN.

decisions are generally better than

for $10,000. It was signed "Occu
pant." This unlucky campaigner got a
response—but he couldn't use it. You
can avoid this problem by being selec
tive and specific with your aspirations,
gocds, sources and words. Sweeping
"Occupant"-type statements reduce
your ability to do effective objective
thinking.
Always use the right word. Words
are the tools you use to think with. If
you use any old word, carelessly group
words or overgeneralize, the result is
bound to be a product with limited
usefulness. When you make sweeping,
all-inclusive statements, you merely
limit your ability to think about excep
tions that could pertain to a specific
situation and lead to important per
sonal benefits. Broaden your
vocabulary. The soundness and clarity
of your thinking will improve. As you
use precise tools your communication
process also will irriprove.
What do you want to be when you
grow up? An accountant, engineering
executive, top salesperson, editor,
housewife, artist, company president,
entertainer, politician? Think about it.
What steps are you taking today to
prepare? Do you have a plan? Are you
trained? Have you tested your talents?
Are you gaining experience? Have you
practiced and perfected the skills need
ed to be a success in your chosen
field? Have you formed a network of
contacts to tell you when job openings
occur? Know what you want. Zero in
on what you need to achieve it. Focus

uninformed ones.

Prepared thinkers have concrete
ideas, but they don't have ideas that
are locked in concrete. Keep your
mind open to alternatives whenever
you sell an idea, convince a prospect,
negotiate a purchase contract, apply
for a job or decide how to use time.
Alternatives can be located by asking.

Try to lengthen
THE TIME YOU
CAN MENTALLY
STICK TO
ONE PROBLEM.

What do I need? What does the other

party want? What will each of us settle
for? Are boundary limits real? Can
this policy be changed? What if I used
a computer?
Most successful attempts at com
munication are based on a problem-

tive is to avoid emotional ramifications

and tangents that could have a

negative effect on a desired result.
Develop a mental system that in
vestigates all information.
John Dewey created a six-step
problem-solving process to help focus
problem analysis toward acceptable
solutions.

His system states:
1. Become aware of the problem.
2. Define its precise nature.
3. Discover possible solutions.

4. Decide upon the best available
5. Test your decision.
6. Put it into practice.
You are not as well-prepared as you
could be if you are regularly caught by
surprise by problem situations or
events. How do you become aware of
problems today? Do you study,
research, experiment, anticipate? Do

yourself. You can improve your inter
six actions. First, decide what your

any gaps.

answers. Use your imagination. List
every possible solution—even write

major point will be. Second, spec out

the problem. Third, ask, how can it
be solved? Fourth, make a list of

down those that seem far-fetched.

plete information you prepare yourself

Fifth, identify points that could affect
each solution. Finally, add justification
statements that answer the question,

to make informed decisions. Informed

why go to all this work?
E

The power of prepared thinking is
increased by applying the scientific
method of problem-solving. Its objec

Why? Because they have a straightfor
ward, easy-to-understand, logical se
quence. They use a simple outline.
What is thinking? Thinking is really

your efforts toward attaining it. If the
"big break" you need came today,
would you be able to take advantage
of it? What's missing? Work to fill in

T H

Be Scientific

one.

nal communication process by taking

Prepared thinking means identifying
alternatives and examining the benefits
(and costs) of each. By having com

generally do not like a situation that
provides them only one cilternative.
They react negatively. Why? Because
there is no room to negotiate. No way
to save face. By producing a list of ac
ceptable alternatives you give the other
party a choice. This gives them owner
ship of their decision. When they
decide, it is a decision they can live
with. The same approach will work for
you as you plan your life.

solution or a cause-and-effect formula.

informed communication with

Outline Alternatives

How do you feel when faced with a
"take it or leave it" choice? People

you find problems—or do they find
you? Give your mind solid data to
work with. Establish a personal
research program. Read current
periodicals. Keep up-to-date on
developments in your area of
expertise.
As a result you will not only be

generally aware of potential problems,
I but will also be building a background

TOASTMASTER/FEBRUARY 19 8 4

that makes you specifically
knowledgeable as to their causes and
cures. By scientifically preparing your
thinking you can logically rank alter

time you can mentally stick to one

feedback they get helps them make

problem. Build up the power of your

native solutions and select the best one

pletely. A well disciplined mind in
creases the power of prepared
thinking.

significant alterations before a final
decision is announced. It gives them
data they might not have obtained un
til it was too late to use effectively.
It's as simple as this. A sales
manager hired a new secretary. He

for you. The result is that your pro
bability of success will improve.
What time of day are you most ef
fective? Do you arrange your day so
that you spend your "best" time with
your number one priority?
Set aside prime time every day to
increase your power of concentration.
Find a quiet place where you can hide
out. Use this think time to jot down
thoughts and ideas about how you can
improve, save time, be more effective
and get what you want. Refine and
rewrite. List pros and cons, costs and
benefits. Clarify your thoughts. Men
tally exercise your thinking process.
Build it up. Make it work for you.
Here's one way. Write down a
problem on an index card. Place it in
front of you. Think about it. Examine
it from every possible angle. Shut out
every other thought. Time yourself.
How long can you stick to the task?
When your mind wanders, order it
back to work. Try to lengthen the

mind. Feed it a diet of relevant data.

Learn how to think clearly and com

Pretest Your Plan

You can avoid considerable personal
discomfort by pretesting your final

Most of the time we don't bother
TO THINK. WE USE OLD ESTABLISHED
PA TTERNS TO HANDLE ROUTINE EVENTS
AND SOLVE PROBLEMS.
plan. A big part of preparing your
thinking takes place when you try out
your thoughts on others. Good
speakers, successful managers and in
cumbent politicians have one thing in
common. They test their ideas and
their programs with select individuals
and small groups before they an
nounce them to the world. They want
feedback before they go public. The

f FULFILL YOUR GOALS

IMPROVE PERFORMANCE
AND nRFAM<;
DAVE YOHO-ConsultVOHO-Consult-

ant Businessman—One of the

''Jt-

busiest speakers in America
and considered by many to
be the most dynamic
speaker on the platform
today.

EASY LEARNING, LISTENING LIBRARY
2. Closing The Sale-

1. Improve Your Speaking Skills
How to: —Break the ice—Overcome

tension and fear—Develop your voice
— Create a power vocabulary—Change
the quality of your voice—Use humor
as a communicating device, only $69.75

Dave Yoho tells you how to: Increase
your sales, overcome objections, deal
with price resistance, develop a closing
presentation —And his famous 13 steps
to closing, only $69.75

ORDER BOTH ... RECEIVE SPECIAL BONUS CASSETTE-VALUE $15
CUT OUT-MAIL TODAY

To: Dave Yoho Associates, P.O. Box 219, Fairfax, VA 22030

YES! I want to take advantage of this offer. Send me:
Albumfs) #1 □

#2 □

Check here
Make check payable to Dave Yoho Associates.
Enclosed is my payment of $
(In Va. add 4% sales tax)
ChargetoiD MasterCard □ Visa □ American Express
Credit Card # -

EOR RAPID SERVICE
OR INEORMATION ON
ADDITIONAL CASSETTES
CALL

_ Expiration Date _

Signature
Name——

Company

_Phone # _

Address

703-591-2490

City

-Zip.

THE

told her, "One of your duties will be
to double-check the expense reports
the salesmen submit. They have a real

TOASTMASTER/FEBRUARY

problem getting the right answer. I
want you to add up each expense
report three times before you send
them to me for my approval."
A few hours later the young miss
returned with the day's first report.
She said, "Here is the first one. I did

exactly what you said to do. I added
the figures three times. The three
totals are all here, too." The sales
manager could have avoided this

problem by giving each job applicant a
simple arithmetic test.
Before you conclude a significant
project, take time to test the reactions
of others. Listen for unexpected
problems, suggestions for improve
ment, new information. Pretest your

results. Discuss various segments of
what you plan to do or say before
locking yourself in place. Use dissent,
objections and support to strengthen
your position. You will add more
power to your final product and im
prove your chances for success.
Bishop Fulton Sheen pointed out
that success in life is enhanced by us
ing the Power of Positive Thinking.
The Power of Prepared Thinking is
just as important. Develop your power
of prepared thinking. The payoff is an
increased sense of anticipation, better
balance and more effective use of your
time. These all lead to well-defined

success strategies, fewer career set
backs and intelligent involvement with
the critical issues you face. Start to
day. The power you create will last a

lifetime. ^

David K. Lindo has over 20 years of
practical management experience with three
Fortune 500 companies and has published
more than 50 articles on management and
financial topics. He is also author of
Supervision Can Be Easy, published by
AMACOM 197^,
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ONE WAY TO BUILD CONFIDENCE IS TO
REINFORCE YOUR POSITIVE ACCOMPLISHMENTS.

TAKING CHARGE
AND

FEELING CONFIDENT
by Victoria Nissen

One of the most important

qualities necessary to becoming
a good public speaker is selfconfidence. That special feeling of con

WORK BACK TO

the program altogether. Each subse
quent attempt at a running program
produced the same result.
I began reading various books deal
ing with gOcJs and positive thinking.
Helping Yourself Through Hypnosis, A
Guide to Confident Living, Power of
Positive Thinking, Think and Grow Rich
and Psycho-Cybernetics are just a fraction
of the books I read on the powers of
positive thinking. Yet I was thinking
positively—and accomplishing nothing.
I felt like I was the most positive
failure living today.
Finally I discovered an easy way to
enjoy jogging and build confidence

THE EIRST STEP.

each day.
First, I broke down my daily activi

If you've attempted and failed to
follow through at these or similar ac
tivities, there's a way to do whatever

you choose and not easily get

fidence in ourselves and our abilities is
communicated to our audience

discouraged.
Several months ago I wanted to

through our voice, stature, enthusiasm
and gestures. It can make the dif

make running a part of my routine. I
outlined my daily and weekly mileage
goals. In the beginning, going out to

ference between an average speaker
and a great speaker.
One of the best ways to build more
confidence is to reinforce our positive

accomplishments while striving toward
a gosd. For example, playing tennis or
bridge, skiing or skating, over a

period of time builds confidence for
ourselves. As we perform our tasks
better, we feel better about ourselves.
However, if our goals are too high or
too distant, we may easily get

Begin with the
END RESULT AND

a great player each time we play, in

run each day was exciting. As I
watched joggers pass by, I was sure
that one day I would not only look as

stead of concentrating on smaller goals
such as practicing our backhand, we

good as they did, but would be able to
jog just as fast without feeling

probably will feel defeated and

breathless.

discouraged and quit. A desire to play
tennis well is fine, but if we try to be

The first two days of my program

discouraged, and we'll give up the
game altogether.

always went well. However, about the
third day, after returning home from

Think Positive

Have you ever:

• started a jogging program only to
quit after two weeks of painful
exercise

work and feeling tired, the idea of jog
ging at adl made me too tired to even
consider it. So I skipped that day, and
feeling just as weary on the fourth
day, skipped that one as well. I always

• outlined a daily program to

used the excuse "There's always
tomorrow, and I'll do twice as much
then." Of course, that never happen
ed. What did happen was that I felt

become a more copious reader, but
couldn't find time to follow through

discouraged and unrewarded since I
failed in my gosJ, and I soon dropped

•joined a gym and after a month
of tri-weekly workouts, lost interest
and stopped going
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ty into its least common denominator.
For example, my long term goal was
to jog five miles a week. In my

previous efforts, I had decided to jog
one mile a day, five days a week.
However, I realized other activities

lead up to that one mile jog. Before
jogging my routine consisted of:
• getting dressed to jog
• going outside
• being outside for 10 minutes
•jogging for 10 minutes
Then I jogged one mile. What I
previously considered as step one was
in reality steps one, two, three, four
and five, tdl at once. No wonder I felt
overwhelmed and discouraged—I was

trying to handle too much at once. I
changed my daily goals into smaller
goals, and all of a sudden the
weariness and discouragement

disappeared; I was able to enjoy my
19 8 4

read more books, you would break it

running.

My daily goals over a six-week
period were set up as:
Week 1 — Go outside

Week 2 — Stay outside for 10
minutes

Week 3 — Jog 10 minutes
Week 4 — Jog 10 minutes or one
mile

Week 5 — Jog one mile
Week 6 — Stay outside 20 minutes
or jog two miles
During the first two weeks, I rarely
felt so tired that I could not go outside
for 10 minutes. My goal was easy
enough, so I never felt too overwhelm
ed or discouraged. During week two I
simply stayed outside for 10 minutes.

fli

WORLD'S LARGEST SELECTION OF

MEETING AIDS & AUDIO VISUAL SUPPLIES

• One Stop Stiopping. Hundreds of
products. Custom slides, slide sets,
projectors and accessories, overhead
supplies, video furniture.
• Quick, Convenient Ordering. Expert
assistance by mail or phone. Your
verbal PO is always welcome.
• Fast Delivery. Overnight shipments

down into the following:
read many books; read one book; read
one chapter; read for 20 minutes; read
one-half chapter; read for 10 minutes;
read one page; read for two minutes;
open a book.
In this case, your first goal would
be to open a book. Many of us feel we
never have enough time in the day to
sit down and read. It seems so time-

consuming we postpone it until the
weekend, and then to a weeknight.
We never start. But no one is too

busy to open a book each day. Let
that be your first week's goal.
Remember, in the beginning we're
just developing the habit of thinking

No WONDER IFEE T0VER WHELMED AND
DISCOURAGED. I WAS TRYING TO

are available.
• Risk Free Trial. It not satisfied with

HANDLE TOO MUCH A T ONCE.

our products, return within tO days tor
a full refund.

Company _

If I jogged, that was fine. If 1 simply
Address

sat down and watched joggers pass,
that was fine, too, since my goal was

City
-Zip-

-Phone-

simply to go outside for 10 minutes.
By week three going outside became
a habit, part of my daily ritual like
showering or brushing my teeth. Jog
ging was an activity I decided to per

Visual Horizons, 180 Metro Pork
Roctrester, NY 14623-2666 (716)424-5300
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form once I was outside, a sort of
secondary goal.

By the end of six weeks I was jog
ging eight to 10 miles a week and
looking forward to it each time. By
this time, feeling better and looking
better was further reinforcement to

continue running each day. Flattery
from my husband and peers only serv
ed as further motivation to get out
each day and "pound the pavement."
1 even began entering six-mile races to
evaluate my progress for speed and
endurance. Jogging is now an integral
part of my daily life.

Plan Your Own Program
If you would like to follow through
and accomplish a feat that until now

has been beyond your reach, simply
follow the steps outlined below. I've
used reading as an example. (It's im
portant to write down everything to
clarify your goals and actions.)
1. Write out your final goal.
2. Separate each actiop or activity
required to obtain your goal, begin
ning with the end result and working
back to the first step taken.
3. Outline a plan of action, starting
your first daily goal with the first ac
tivity involved. If your final goal is to

about reading each day and devoting
only 30 seconds to our goal.
Now add step two, which is to sit
and read for two minutes. If you
never get past the first paragraph,
that's okay. You're still doing more
than you were able to accomplish
before.

Take each step a week at a time
and after six or seven weeks, reading
will be a daily habit—one that comes
naturally and not forced.
Doing things each day that we
enjoy—feeling better educated,
becoming a better dancer or tennis
player, feeling more physically fitreinforces our confidence and self-

esteem. We don't feel life is passing us
by because we're in charge of
ourselves and our lifestyles.

These positive feelings truly come
across to our audience during a
speech. Think of well-respected
speakers, such as John F. Kennedy,
Norman Vincent Peale. They came
across as confident and in charge of
the situation.

So begin today--begin to be a more

confident speaker. Il
Victoria Nissen is a

member of Autp Club
Toastmasters Club

2681-1 in Los Angeles,
California. She is a
stockbroker in the Bever

ly Hills office of Smith,
Barney, Harris
Upham & Co., Inc.
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IMPROVE AND INCREASE YOUR SOCIAL SKILLS.

Converse With
Charisma
by David E. Sumner

This article is for men and
women who sometimes feel they
are left out of the glamour and

ple's attempts at humor. Even if
you've heard the story 10 times
before, don't interrupt someone rudely

excitement of life. It's for married

to tell them. That often embarrasses

people and singles who want to
develop a more interesting business

and humiliates a person. Laugh as
much as you can, and respond with a
story of your own in a similar theme.
Everyone likes to think he's funny,
and your laughter may lead him to
say something original and novel.

and social life.

Reading this won't change your per
sonality overnight or bring 25 party
invitations within two weeks.

However, some suggestions may apply
to you, and these are the ones to start

working on. Ten years ago I was
probably in the top five percent of the
introverted and shy. I can't say I've
made the National Social Register
since then, but these points represent
some cumulation of my learnings as
I've developed a more interesting
professional and social life.
1. Praise will get you everywhere.
As long as it isn't obviously sycophan
tic or insincere, praising people's
strengths makes them feel good about
themselves. People don't like us
because of our accomplishments or in
telligence; people like us because they
feel good when they're around us.
This may be one of the most impor
tant facts of social life.

2. Pick up on interesting things
people say about themselves. For ex
ample, someone may be intending to
talk after they say, "Before I got this
job, I was about ready to give up."
You might say, "You have a very
good job; how did you ever go about
finding it?" Pick up on comments you
can ask some interesting questions
about or use to relate some of your
own similar experiences.
3. When introduced to someone,

repeat the person's name. Then use
the person's name occasionally
throughout the conversation. This
shows you are interested, and helps
the speaker affirm his importance in
your eyes. It tdso helps you remember
his name.

Eye contact
SHOWS INTEREST
AND EMPA THY.

5. Talk about your own or other
people's personal experiences. This is
a good area to get into after initial
small talk. Jumping into a highly in
tellectual topic can give a "highbrow"
impression, or becoming too open and
intimate can leave people feeling un
comfortable. Allow some room for

people to test your personality, and let
the relationship develop naturally.
6. Learn to express "heart" feel
ings. Expressing your feelings at a
personal level opens the channel for
more openness from the other person.
A man may say, "I loved the woman,
but she didn't think it would work."

It reveals vulnerability, but a kind of
experience with which most people can
identify.
7. Respond physically—with your
body—during a conversation. Touch
someone to express agreement, lean
forward to show interest, smile to in
dicate warmth and assent. These

nonverbal cues can be very powerful
and effective in developing strong rela
tionships in business and sociad life.
8. Be relaxed. If you aren't, act

relaxed. Appearing relaxed helps other

4. Appreciate and laugh at peo
THE

people feel more comfortable and free
in your presence. There is no reason
for fear in most social settings.
Nobody is going to intentionally hurt
or offend you, and most people are
probably more worried about how
they appear than how you appear.
9. Ask open-ended questions.
Open-ended questions, such as those
beginning with how or why, encourage
others to talk. If you ask questions
that can only be answered yes or no,
shyer people may answer only yes or
no.

10. Use gestures with your con
versation. Wave your fist when telling
how angry you were, show them how
big the fish was, or stomp your foot
when telling how you got your money
back. Gestures strengthen what you
say and make a more lasting impres
sion on others. Natural gestures
demonstrate sincerity and credibility.
11. Look at people. The most
disastrous mistake one can make is to

look around the room during a con
versation. Don't be afraid to look into

people's eyes and show your own feel
ings through your expression. Eye
contact demonstrates interest, empathy
and caring.
12. Laugh with people if they let
you. If people convey a humorous at
titude about their foibles or mistakes,

help lighten the load even more by
laughing. They may be taking a risk
in sharing their experiences with you,
and some supportive laughter will
make them feel even better. Above all,

don't frown or show disapproval.
13. Ask for explanations. Don't be
afraid to ask questions if someone
mentions a word or topic you don't
understand. Questions show you are
listening and interested. Questions also
make people feel they are talking
about something important and
worthwhile to you.
14. Try to sense what people
really want to talk about. Don't
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16. Listen to criticisms of others,
but don't support them. By showing
you're not a gossip, you will gain a
reputation for being a person others
can confide in and trust.

What Is a Humorous Speech?
by Gene Perret
I recently received a question from a Toastmaster who wanted to know just
what a Toasmasters humorous speech is. She asks, "Should a humorous speech
have an opening, body and conclusion, and most important, a purpose besides
just laughs for that speech?"
As a writer for comedians, television situation comedies, film and books, I've

learned that the basis of all good composition is structure. That applies even
to comedy writing.
When I first began writing for nightclub comics, I would not simply write
jokes about a given topic, but I would write a complete monologue. That is
to say that I would structure the individual jokes so that they flowed naturally
from one to the next. Rather than random gags, the comic would receive from
me a statement, approximately 30 to 35 jokes long, that said something about
the particular subject.
I like to think this was good writing, but it was tdso good business. Because
the routine had cohesion, it was more interesting to read, therefore the come
dian would buy a larger percentage of it.
The same applies to a speech. A humorous talk serves no purpose unless the
audience remains attentive. By having a structured form, you keep your au
dience listening. They hear more of your funny lines and appreciate them more.
To illustrate, the essays of S.J. Perlman and Woody Allen make delightful,
interesting and entertaining reading. There's a nonsense to them, but there's
also a definite composition. As bizarre as they may be, they tell a story or make
a point.
Contrast that with the second dullest reading in the world (anything written
in legal language is the absolute dullest), joke books. It is almost impossible for
anyone to read an entire joke book. Many of them make excellent reference
works and can be valuable to a speech writer, but for pure reading material,
they're the pits.
Why? Many of the jokes are funny, but after awhile they cease to amuse.
That's because they have no point of view. They say nothing. They can't sus
tain a reader's interest beyond a few pages.
Now a litany of pure jokes can capture an audience provided it has a struc
ture. I've seen Bob Hope tell joke after joke and keep an audience captivated
for 90 minutes. Richard Pryor works for laughs and keeps his fans intrigued.
But they are talking about something and making a point.
A Toastmaster can deliver a humorous talk that is essentially a monologue
if that monologue flows naturally from beginning to end. However, an amus
ing speech can also be one that makes several serious points that are illustrated
or enhanced with humorous anecdotes or examples.
My advice to the Toastmaster composing either form of speech would be the
same as I offer to comedy writers. That is, first start with your point of view.
Have something to say and know how you're going to present it. Then introduce
your own brand of comedy into that format.
Gene Perret is an Emmy-winning comedy writer based in San Marino, Caljornia. He's
writtenfor Bob Hope, Phyllis Diller and Carol Burnett and publishes a newsletter, "Round
Table, "for comedy writers and humorists. Toastmasters with questions about using humor
in their speeches may write to Perret in care of THE TOASTMASTER, P.0. Box 10400,
Santa Ana, CA 92711. All responses will be handled through his column.

17. Generally, speak well of
others. Magnanimity is not an oftenmentioned quality, but it is an ad
mirable and noble one. Just as gossip
travels, so does praise. You may find
distant friends becoming closer ones.
18. Be direct—not subtle—in what

you say. Say what you mean, and
don't leave it for others to figure out
later. People can't respond to indirect
messages, and they can often
prematurely terminate a conversation.
19. Take yourself lightly and
laugh at yourself. People can't help
but like someone who is not afraid to

laugh at himself or herself.
20. Don't think about what

you're going to say next. A com
pulsive need to talk about something
may demonstrate some inadequacy
you feel within yourself. Be willing to
follow the flow of the conversation,

and forget about bringing up a topic
that doesn't relate to where the con
versation is at the moment.

21. Look for chances to learn new
humor. Read the cartoons in

magazines, buy a new humor book,
and make it a point to remember the
new stories you hear. Most people
would rather listen to a humorous per
son than a brilliant person who is dull.
22. Telling the truth often makes
the best humor. Our most frustrating
experience of the day may be the fun
niest story of the party. Some things
may not be funny when they happen,
but they may bring laughter from
others when shared in a lighthearted
way.

23. Make other people feel good
about themselves. People don't win
lasting friendships with brilliance,
wealth or good looks. People have lots
of friends because others feel good be
ing around them. The most popular
people know how to make others like
themselves better. Few people are born
with this ability, but it can be
developed with some practice.
24. Care. The most caring people
are the most-liked and admired by
others. It's a fact of life, w

David E. Sumner is

jump into a conversation with your
topic; listen for what others need to
say. Then you can let the conversation
develop into areas of mutual interest.
Sometimes people may be burdened
with some personal grief or difficulty
they need to share with anyone who
will listen. Listening to what people
THE

need to say will win you many friends.

director of communica
tions for the Episcopal
Diocese of Southern
Ohio, Cincinnati, and a
member of Tri-County

15. Overlook the mistakes or em

barrassing comments of others. Be
gracious. Some people may be socially
awkward and make inappropriate com
ments. Don't frown, smirk or make

people feel uncomfortable over
anything they say.
TOASTMASTER/FEBRUARY
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Toastmasters Club

870-40. His work appears frequently in church publications.
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The spacious World Headquarters building was constructed in 1962. Before this, Toastmasters International rented space in various office buildings in Santa Ana
and Los Angeles, California.
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As you read this story, a

to World Headquarters for more infor
mation. The Canadian club wasn't

Toastmaster in Indiana is

sure of the rules for conducting a

World Headquarters does. But many
Toastmasters are not. They're the
ones who, when it's time to pay

practicing her Icebreaker
speech; a club in Canada is conduc
ting a speech contest; and a

speech contest, so World Headquarters
provided the information it needed.

Toastmaster in New Zealand is listen

And the Toastmaster in New Zealand

their club treasurers, "Why do I have
to pay money to World Headquarters?

ing to a cassette tape on using humor
in speeches.

wouldn't know how to successfully in

What does it do for me?"

tegrate a joke or two into his talks
without the aid of the "Humor,

As diverse and unrelated as these

activities seem, they do have a com
mon bond: They are all possible

Spetiking and You" educational
cassette program, produced by World

because of the work of Toastmasters'

her club after she read about our

Headquarters.
Some Toastmasters, especially those
who have served as club, area and
district officers, are familiar with the

organization in a magazine and wrote

work Toastmasters International's

World Headquarters.
The Toastmaster in Indiana joined

THE
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semiannual International dues, ask

The need for a World Headquarters

is apparent when you look outside of
your own club and consider the scope
of our organization. Toastmasters In
ternational has more than 100,000
members in more than 5000 clubs in

49 countries throughout the world. To
administer the Toastmasters Com

munication and Leadership Program
19.
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1. Executive Director Terrence McCann (center) reviews the District Performance Report with assistant Eddi Sykes (standing), Membership and Club Extension manager

Nancy Langton (left), and District Administration and Programming manager Alan LaCreen (right). 2. World Headquarters' receptionist Pe^Johnson (right) greets
a visitor to World Headquarters. Mrs. Johnson also answers telephones, routes calls, sends directory information to prospective members and hosts tours of the building.
3. File clerk Doris Earth (foreground) and Administrative Services manager Flora Wiley file some of the thousands of clubs and district documents, letters and orders
received each week.

successfully, to insure each club and
every member is able to enjoy till of
the opportunities and benefits our
training program offers, and to keep
the program updated to meet the
needs and expectations of an everincreasing number of clubs and
members, requires a full-time,
centralized, highly organized and effi
cient support system. That support
system is World Headquarters.
To provide the most efficient service

possible. World Headquarters is divid
ed into eight departments: the office of
Executive Director, District

Administration and Programming, Ad
ministrative Services, Finance, Educa
tion and Club Administration,

employees. His main duties are to

carry out the policies of Toastmasters'
Board of Directors, of which he is a

nonvoting member, and to see that the
mission of Toastmasters International

is achieved through our districts and
clubs. He daily acts as an in-house

District Administration and

Programming
This department has a double func

interests of our membership.
To accomplish all of this, the Ex

tional Convention and its eight
Regional Conferences.
Department manager Alan
LaCreen, a graduate of the University

ecutive Director must be

Publications and Communications,

Toastmasters International in 1975,

and Production. The following brief
description of each department, its
key personnel, and its functions will
acquaint you with your World Head
quarters. It also will enable you to
contact the right office quickly should
you ever need World Headquarters'
assistance. Most importantly, it will
help you obtain maximum benefit
from your Toastmasters experience.

Mr. McCann brought with him 25
years of experience in the fields of
leadership, organizational develop
ment, motivation and human poten
tial. He had been treasurer and special
assistant to the executive administrator

of Lions International, and served on

the national headquarters staff of the
United States Jaycees. He has been an
advertising agency account executive,
and he developed and conducted ex
ecutive seminars while serving the

organization, Terrence McCann,

Supermarket Institute of Chicago. He

oversees the activities of World Head

holds a bachelor's degree in business
administration from the University of

THE

tion in seminars and conferences.

quarters' management staff—all of
whom are highly trained and ex
perienced in their fields--and works
with them in the development of new
programs and the revision of existing
programs to effectively serve the

knowledgeable and experienced in
many areas. When he came to

quarters and its 38 full-time

McCann is constantly updating and
upgrading his skills through participa

educational consultant to World Head

Membership and Club Extension,

The Executive Director
The Executive Director of our

Iowa and an MBA in marketing from
Loyola University, Chicago. He won a
gold medal in wrestling in the 1960
Olympic Games in Rome. Mr.

tion: to act as liaison between
Toastmasters' 68 districts and World

Headquarters, and to plan and pro
duce Toastmasters' annual Interna

of Southern California, has been with

Toastmasters' World Headquarters
staff eight years. Before coming to
World Headquarters, he was assistant
publisher of Orange County Illustrated
magazine and a public relations
specialist for a worldwide environmen
tal consulting firm.
Mr. LaCreen and his staff provide
district officers with the training and
materials they need to make district
operations smooth and successful. Mr.
LaCreen coordinates the training pro
grams for key district officers at the
annual regional conferences and pro
vides officers with the monthly District
Performance Reports and the District
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1. More than 200 catalog orders are processed daily by thefinance department. Here, senior orders clerk Connie Kail reviews a club order. Mrs. Kull has been with
World Headquarters 16 years. 2. Toastmasters' World Headquarters is constantly searching for ways to improve its service and operations. Here, Finance manager
Don Smith works out the details of World Headquarters' new accounting system. 3. Education and Club Administration employee Magda Rodriguez proofreads a letter
on the word processor. Mrs. Rodriguez processes 150 CTM, 25 A TM and 5 D TM awards each week and notifies recipients' employers of these achievements by letter.
4. Computer programmer Larry Sanford (left) helps data entry operator Louise llko with a problem. Ms. Ilko is one offive data entry operators in thefinance department
working to maintain club, member and district records.
Newsletter. He also serves as staff

Administrative Review Committee

liaison between the Board of Directors'

liaison with World Headquarters, and
provides board members with
materials. She prepares the minutes of
each board meeting and assists clubs
and districts with bylaws questions.

Mr. Smith has had 20 years of
accounting experience in top-level controllership positions at several major
firms. Mr. Smith studied accounting
at the University of Southern Califor
nia and Los Angeles City College.

Finance

Education and Club Administration

The Finance Department is the
largest department at World Head

Department manager Tom Dell and
his staff create the educational pro

District Administration and Program
ming Committee and World
Headquarters.
As coordinator of the InternationaJ

Convention, Mr. LaGreen researches
possible convention sites and works
with the Executive Director in

selecting speakers and planning pro

quarters, and the one with which clubs

grams and administrative materials

grams for each convention. He also
arranges with the hotels and suppliers
for the necessary setups, equipment

do business most often.

used in the Toastmasters program.
They also process and issue tdl
education-related recognition for

and other materials for convention

events. During the convention itself,

The department's 12 full-time
employees, under manager Don
Smith, prepare and process semi
annual reports; mail monthly financial
statements to all 5000 clubs; inventory
catalog items; process catalog orders;
bill clubs and districts for purchases by

members and clubs.

Administrative Services

individual Toastmasters and authoriz

A graduate of the University of
California, Los Angeles, Mr. Dell
developed his strong research and
writing skills as writer and editor of
travel publications for the Automobile

Toastmasters who telephone or visit
World Headquarters experience the
courtesy and friendliness of the staff of
the Administrative Services Depart
ment. This department, under the
direction of manager Flora Wiley, is
responsible for World Headquarters'
reception activities and maintenance of

ed district officers; and process, main

Club of Southern California.

Toastmasters' club and district files.

Executive Committee. As Finance

Flora Wiley has been with our
organization 32 years--the longest of

manager, Mr. Smith prepares the an
nual and monthly financial operating

he oversees all activities of the World

Headquarters staff and host district
committee.

tain and store all member, club and
district records on the World Head

quarters computer.

Besides supervising these activities,
Mr. Smith serves as SecretaryTreasurer for our organization and is
also a nonvoting member of the

Besides serving as World Head
quarters' liaison to the Board of Direc
tors' Education Committee, Mr. Dell's
responsibilities include the Basic and
Advanced Communication and

Leadership Program manuals and the
Success/Leadership modules. He
annually revises the Club Officer
Training Program, the Club Manage
ment Handbook, the Club Manage
ment Plan and the Speech Contest

any present employee. Before coming

statements, allocates and distributes

to Toastmasters, she was an ad

ministrative assistant for a Los Angeles
business management firm. She serves

funds, prepares and submits govern
ment reports and invests Toastmasters'
funds, insuring all funds earn the

existing program and manual is up to

as the Board of Directors' Policy and

highest possible interest.

needs, Mr. Dell conducts extensive

THE

Manual. To make sure each new and

date and continues to meet members'

TOASTMASTER/FEBRUARY 19 8 4
27

rlH
m

1. Publications and Communications manager Debbie Horn and editorial assistant Michelle Cabral paste up TIPs, the bimonthly newsletter to club officers. 2. Senior
pressman Jerry Reilly adjusts one of World Headquarters' three printing presses during a run of a Toastmasters manual. 3. Production manager Larry Langton strips
the negativesfor a Toastmasters brochure. 4. Shipping and Receiving employees Mayra Pruneda (left) and Brandee Reilly weigh, seal and stamp outgoing mail on
special machines. 5. Bindery worker Rosalba Napoleone operates the collator, which is capable of assembling 4000 32-page books per hour.

research, using World Headquarters'
own public speaking library, surveys
and outside sources. All new programs
are carefully reviewed by World Head
quarters' staff and then field tested in

They also provide duplicate charters
for clubs upon request.

Toastmasters clubs. He welcomes

Mrs. Langton's Toastmasters career
began 11 years ago when she was hired
as Membership and Club Extension
secretary. Before her promotion to

members' comments and suggestions

department manager two years ago,

about all material his department
produces.
Mr. Dell and his staff also process

she was Special Assistant to the
Executive Director.

and issue members' educational

Publications and Communications

awards, including CTMs, ATMs, and
DTMs, register all Speechcraft and
Success/Leadership programs con

Each month when you receive your
copy of The Toastmaster magazine,
you're seeing a product of the Publica
tions and Communications Depart
ment. This department, headed by
Debbie Horn, produces the magazine
and TIPS, the bimonthly newsletter

ducted, and administer the Accredited

Speaker Program, the Club Manage
ment Plan and the International

Speech Contest.

for club officers.

Membership and Club Extension

Ms. Horn and her staff also provide

The number of members and clubs

club and district bulletin aid and con

in our organization have increased
dramaticcdly over the years, assisted
greatly by the activities of the
Membership and Club Extension
Department. The department handles
requests for information about forming

duct the annual Top Ten Bulletin
Awards Program. World Headquarters
recently purchased typesetting equip
ment, so the Publications and Com
munications Department now does

most of the typesetting for
Toastmasters' publications.
Manager Debbie Horn is a graduate
of Ball State University in Muncie, In
diana. Before joining Toastmasters she
was an assistant editor for a publishing

Toastmasters clubs, charters new

clubs, and gives help to clubs suffering
from low membership.
Manager Nancy Langton serves as
liaison to the Board of Directors'

Membership and Club Extension

company.

Committee. She and her staff also

oversee the annual membership
building contest and the two
semiannual contests, and they monitor
the area-club assistance report pro
gram. They also administer the club
specialist, club mentor and club spon
sor programs, handle dormant and
reinstated clubs, and record changes of
club names and meeting locations.

Production

Although the other departments
create most of Toastmasters' materials,

it is the Production Department which
has the responsibility of seeing that
they are printed and put into the
hands of our members. Carrying out
this responsibility are Production
HE
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manager Larry Langton, who has
more than 15 years printing ex
perience with World Headquarters,
and his 10 employees.
The Production Department is
divided into two sections: Printing and
Binding, and Receiving and Shipping.
Toastmasters' three offset printing
presses operate daily, printing more
than 600 different items and using 60
tons of paper each year. The print
shop has its own camera, stripping
and platemaking facilities, and the
bindery has an automatic collator,
stitcher, folder and trimmer.

The Shipping and Receiving section
stocks and mails all Toastmasters

materials. Its large storage space con
tains about 400 saleable catalog items,
including books, cassette programs and
trophies. Shipping clerks package up
to 200 catalog orders and 400 new
member kits per day, and a single
shipment may weigh up to 500
pounds. Shipping personnel must keep
updated on domestic and foreign mail
ing regulations and insure every item
shipped meets the proper require
ments.

The next time you pay International
dues, look at your Communication
and Leadership Program manual and
all of the other programs and materials
World Headquarters provides.
Remember, World Headquarters has
but one purpose: to serve you, the
member. The staff is always looking
for ways to improve World Head
quarters' service, programs and
materials at the least possible cost.
Why? So you can develop your speak
ing, listening and thinking skills to
their fullest—and get more out of life.
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HALfFAMe

Robert L. Rosenfeld

Revis J. McKee

DTAAs

Emerson 592-8, St. Louis, MO

Centennial 484-F, Placentia, CA
Patricia B. Scanlan

Congratulations to these Toastmasters who have
received the Distinguished Toastmaster certificate,
Toastmasters International's highest recognition.
Philip £. Lellman
West Valley Orators 107-4, San Jose, CA

Garden Grove Toasters 550-F, Garden
Grove, GA

James T. Owen
Anaheim Breakfast 3836-F, Anaheim, CA
Norm Slonim

Gavel 11-1, Long Beach, CA
Mark E. Mielke

Daniel R. Field

South Bay 280-1, Torrance, CA
Ralph Pehrson

Vikings 591-6, St. Paul, MN
Philip G. Gruchalla

Totem Club 41-2, Seattle, WA

Salem 138-7, Salem, OR

Orlando E. Johnson
Sun Uppers 2834-2, Bellevue, WA

Curtis C. Johnson
Mid-Cities Noon-Time 2476-25, Hurst,

Charles F. Vercammen

TX

Robert Allen Vaughan
Sunrise 160-9, Spokane, WA
Louis D. Bowles

River City 1724-11, Louisville, KY
Roy P. Clark
Peachtree Center 2261-14, Atlanta, GA

Shirley M. Mursener
Los Gallos 2428-15, Salt Lake City, UT
Jerry T. Elliott
ADA 2970-15, Boise, ID

Peggy A. Ayers
Meridian 3497-15, Meridian, ID
Lee E. Mefford

Lexical 1367-16, Lexington, OK
Willis Colwill

DC.

The Way Inn 4425-2, Seattle, WA
James Burr
Early Words 433-3, Phoenix, AZ

Patricia A. Dunn

Adele M. Caputo

Okmulgee County 2469-16, Okmulgee,

Thunder Mountain 777-3, Fort Huachuca,

OK

AZ

Ruhie Breitling
Seventy-Sixers 1376-17, Billings, MT

Linda Lee Cohen

Advanced Speakers 4036-36, Washington,

Buffcilo Valley 2643-38, Lewisburg, PA
Billy B. Johnson
Daybreak 1033-44, Lubbock, TX
Beverly Pearce Garcin
Verdugo Hills 434-52, Montrose, CA
David M. Hershberger
Spartanburg 1453-58, Spartanburg, SC

Charles W. Baughman
Daybreakers 4517-3, Glendale, AZ

James A. Chandler Sr.
Public Service 3174-68, New Orleans, LA

achievement.

Esther Paran Geil

Frank N. Mochinski

Toast O Town 2094-19, Sioux City, lA

Waterloo 101-19, Waterloo, lA
David Allen Pundt

Richard L. Baze

Centerville 2190-19, Centerville, lA
Thomas A. Wind

Kathleen R. Webskowski

Centerville 2190-19, Centerville, lA

Early Birds 3907-6, Minneapolis, MN
Mary Hudson-Croteau

Ray J. Mulvihill

Toastburners 997-7, Salem, OR

Congratulations to these Toastmasters who have
received the Able Toastmaster certificate of

David N. Himes

Hydro-Sonics 3910-18, Annapolis, MD
James E. Thompson

Stephen L. Serber
Honeywell Plaza 1847-6, Minneapolis, MN

ATMs

OK

Anne Hoiberg
Undersea 888-5, San Diego, CA
Betsy A. Mill
Liberty 4152-5, San Diego, CA
Honeywell Plaza 1847-6, Minneapolis, MN

Francis Henry Dong
Laemthong 1635-U, Bangkok, Thailand

Highway Men 1692-16, Oklahoma City,

Camosun 757-21, Victoria, B.C., Can

Richard J. Talbot

Robert W. McClure Jr.
Town Criers 2337-7, McMinnville, OR

The Communicators 4483-21, Victoria,
B.C., Can

Thomas Kirkpatrick

Lawrence C. Pollock

Ralston Purina 471-8, St. Louis, MO

Downtown 99-22, Kansas City, MO
Trudy E. Brown

James Evan Holway

D. Virginia Thompson

Westminster TMC 165-F, Westminster,

Fort Leonard Wood 493-8, Fort Leonard

Power Masters 3985-22, Overland Park,

CA

Wood, MO

KS
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MOVING?
If so, we'll need your change of address.
Please give us your old address as well as
your new by attaching an address iabel from
a recent issue of THE TOASTMASTER in the
space shown.

Patricic M. Harrison

Carlsbad 1182-23, Carlsbad,

NM

Paul Richard Morley
John C. Brockway 2393-24, Offutt Air
Force Base, NE

CO

< vi
_J C/9

CO tE

Sunrise 2788-24, Lincoln, NE

CO Q

John F. Nixon
a

Rail Talkers 3420-24, Omaha, NE

aa
<C -I

Todd Burns

b:°

Blackland 4482-25, Greenville, TX

r> tr
o=
>■ o

Dick Kilpatrick

X^

Littleton 2177-26, Littleton, CO

< z

Wesley Roland Hillstrom
Coast Toasters 1098-29, Gulfport, MS
Dattatray Manerikar
Ultra 2709-30, Chicago, IL

<C O.

o

-o

a> ^ <

05

O

E -g S
oj .E <u
— -e S ^

z

o

Z O £/) :=

Mall this to;

Want to develop your leader
ship potential? One of the best
ways you can do this is by
forming a new Toastmasters

Arthur B. Hall

Exec. TM Breakfast Club 3622-52,
Glendale, CA

Robert F. Happel

Joseph Simms

Ellsworth Park 2745-30, Downer Grove, IL

Bristol 3153-53, Bristol, CT

Judith L. Williams

Augustus B. Swett III

Tacoma 13-32, Tacoma, WA

Rantoul 2379-54, Rantoul, IL

Robert Cans

Louis Jack Davidson
Clear Lake 43-56, Houston, TX

Orville D. Anderson

R. J. Hasenjaeger

Auburn Morning 329-32, Auburn, WA
Leonard M. Piper

Rock Hill 2040-58, Rock Hill, SC

China Lake 853-33, China Lake, CA

Red Bank 2091-58, Charleston, SC

Sharon S. Bath

Dan A. Burns

William C. Gleason

Executive 1788-33, Fresno, CA

DeWitt 1143-65, Syracuse, NY
Joseph W. Cole
Fingerlakes Forum 2674-65, Auburn, NY
William A. Cabbage

Toast Breakers 3389-33, Modesto, CA

RAAP 3633-66, Radford, VA

Robert L. Mitchell

County 4622-33, Merced, CA

Karen G. Assfalg
DC 3761-69, Brisbane, Qld., Aust

Robert W. Black

Eric William Pratt

Suburban Maryland 2082-36, Silver
Spring, MD
Darlene M. Harrod

Interior 2157-36, Washington, D.C.
Robert E. Dorsey
Advanced Speakers 4036-36, Washington,

tion, you can earn credit toward
your DTM.

Clara Gelfand

Good Evening 3164-47, Hollywood, FL

Ellsworth Park 2745-30, Downer Grove, IL

Atwater Dynamic 3131-33, Atwater, CA

Toastmasters to others. In addi

NY

Atlas 1536-49, Honolulu, HI

Ronald L. Davis

When you form a new club,
you'll create for yourself a work
shop in which you can gain
valuable leadership training and
experience. You'll also get the
satisfaction of knowing you've
helped bring the benefits of

William Mirabello

Toastmasters 21 Club 3781-46, New York,

Richard Larry Cain

Allan Clark

club.

North Winds 1955-45, Barre, UT

Gerald R. Campbell
Graybar 1436-46, New York, NY
Sharon Lynn Campbell
Graybar 1436-46, New York, NY

Skokie 1608-30, Skokie, IL

Port Angeles, 25-32, Port Angeles, WA

FREE LEADERSHIP
TRAINING FOR
TOASTMASTERS:

George E. Plumb

Alvin Herman

James Brescoll

Toastmasters International

2200 N. Grand Ave., P.O. Box 10400
Santa Ana, CA 92711

Sears 4383-42, Edmonton, Alta., Can
Halbert G. Deadman

Razorback 1204-43, Pine Bluff, AR

Skip Oster

LLI

Jack Francisco
Lyoth 215-39, Tracy, CA
W. J. Shaw

Cairns 3779-69, Cairns, Qld., Aust
Robert James Pate
Deadline 3440-70, Sydney, N.S.W., Aust
Dorothy Margaret Kirkwood
Pennant 3585-70, Hornsby District,
N.S.W., Aust

DC.

Maurice W. McCully

Barbara C. Dubuc

Manuku 3461-72, Auckland, NZ

Thomas Jefferson 3784-36, Woodbridge,

No matter where you live,

VA

new club opportunities can be

Harold E. Barger
Rockingham 4235-37, Eden, NC

found.

Calvin C. Williams

there's an excellent chance that

NGWCLUBS

Catalytic, Inc. 69-38, Philadelphia, PA

For information on how to get
started, contact World Head
quarters or your District
Governor.

Lalit H. Udani

5338-6 Wizards of IDS

Catalytic, Inc. 69-38, Philadelphia, PA
Tom N. Hasperis

Minneapolis, MN—Mon. noon, Roanoke
Cafeteria, 9th FL, Roanoke Bldg.
(372-3557).

Truckee Meadows 178-39, Reno, NV
THE
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iZLASSIFICDS.
SPEAKING RESOURCES
BE A FUNNIER SPEAKER!

5332-11 Concordia

ANNIV€Pi5ARI€S

Fort Wayne, IN—Tues., 5:45 p.m., Con
cordia Theological Seminary, 6600 N.
Clinton St. (429-6683).

50 Years

5328-21 100 Mile

Pioneer 17-11, Indianapolis, IN

100 Mile House, B.C., Can—1st & 3rd

Tues., 6:30 p.m.. Red Coach Inn
(395-4633).

35 Years

Torrance 695-1, Torrance, CA
Norfolk 686-66, Norfolk, VA

5329-24 Beatrice

Beatrice, NE-Fri., 7 a.m.. Paddock

Townhouse, 105 N. 6th (223-4286).

30 Years

Ogden 140-15, Ogden, UT
5334-30 Chicago Amtrak
Chicago, IL--lst & 3rd Thurs., 11:30
a.m., Chicago Union Station, 210 S.
Canal St., Rm. 518 (930-4405).

Gilcrease 1384-16, Tulsa, OK
Phoenix 1357-26, Denver, CO
Homewood-Flossmoor 1451-30,
Homewood, IL

From two humorous speeches
on humor, you'll learn about:
Choosing material, remember
ing jokes, delivery, styles,
creating humor, audiences and
much more. For cassette, send
$6.95 to: Art Gliner, 8521
Grubb Rd., Silver Spring, MD
20910.

TOP QUALITY professional
comedy material; the monthly
service leading speakers have
used for years. Recent sample,

only $2.(^ntemporary Comedy,
5804-X Twineing, Dallas, TX
75227.

El Dorado 1390-39, Sacramento, CA

5331-33 Farmers Insurance Group
Simi Valley, CA—1st & 3rd Tues., 11:30
a.m., Farmers Insurance Group, 3041
Cochran St. (583-7404).

Hub City 1431-43, Jackson, TN
Action For Achievement 1095-47,
Nassau, Bahamas

material, facts, stories, humor.

CA

Request free sample-enclose
this ad for special introductory
offer. Quote Publishing, 148 In
ternational Blvd., Atlanta, GA

Cape Fear 2879-37, Fayetteville, NC

30303.

25 Years

5336-36 Top Toasters
Springfield, VA-2nd & 4th Thurs., 7:15
p.m., Washington Gas & Light Co., 6801
Industrial Rd. (460-5177).

QUOTE, world's only publication
of its kind~in 44th year! Speech

Communicators 1129-11, Louisville, KY

Pacific Missile 2930-33, Ft. Mugu NAS,

A-R 1481-39, Fair Oaks, CA
5333-37 Lenoir

Lenoir, NC—1st & 3rd Tues., 7:30 p.m..
Mutual Savings & Loan, 107 Norwood St.,
S.W. (322-5560).

20 Years

Nanabijou 2090-6, Thunder Bay, Ont.,
Can

Oregon State 3722-7, Corvallis, OR
Bergen 2581-46, Hackensack, NJ

5330-42 Energizers
Leduc, Aha., Can-Thurs., 12:05 p.m.,
ICG Utilities (Plains-Western) Ltd.,
5509-45 St., Box 800 (986-5215).

Pali 3699-49, Honolulu, HI
Sarnia 3700-62, Sarnia, Ont., Can
15 Years

5327-48 USBI

Huntsville, AL—Mon., 4:30 p.m.. United
Space Boosters, Inc., P.O. Box 1626, West
Station (830-1200).

Sioux Sayers 430-6, Burnsville, MN
Euphasia 1209-19, Iowa City, lA
Eye-Opener 1675-33, Lancaster, CA
Good Morning 2096-47, Hollywood, FL

5340-53 Aggie Orators
451 West St.

Towns of York 1609-60, AuroraNewmarket, Ont., Can
RAAP 3633-66, Radford, VA

2614-56 H.E.B.

10 Years

Amherst, MA—2nd & 4th Tues., noon,

Austin, TX-2nd & 4th Wed., 11:30 a.m.,

Brea 2757-F, Brea, CA

H.E.B., 5800 Burnet Rd. (443-7975).

Edison Loquacious 3364-F, Rosemead,
CA

5339-57 Single
Walnut Creek, CA—Wed., 7 p.m.,
Denny's, 660 Ygnacio Valley Rd.
(944-1293).

Bilingue-Latinoamericano 3052-5, San
Diego, CA

THE NEW BOOK OF "ORCHIDS
OR ONIONS" FOR ALL OCCA

SIONS, OVER 900 CLEAN
JOKES & SHORT LINERS, writ
ten by a Toastmaster, Indexed
for Quick Reference, $7, in
cluding tax and postage. Check
or M.O. to T.R. Bob Kirby #1
Marcia's Park, Easton, IL
62633.
SELF-IMPROVEMENT

Persuade People with Power
ful Presentations! Learn suc

cess secrets from experts in
sales, management, public
speaking. Free information:
Hugon Sales, 15015 Ventura,
Sherman Oaks, CA 91403.

Talkstar 428-11, Fort Wayne, IN

JOB OPPORTUNITIES

Au Repiteurs 3487-14, Atlanta, OA

5337-65 P.M. Lockport
Lockport, NY—2nd & 4th Tues., 7 p.m..
Best Western Lockport Inn, 5155 Transit
Rd. (434-2257).
5335-70 Enthusiastic Epping
Epping, N.S.W., Aust—1st & 3rd Tues., 7
p.m., Virginian Gardens, Rawson St.
(630-2902).
THE

ESP 2633-24, Omaha, NE

BIG MONEY Possible Lectur

Honeywell 3773-31, Lawrence, MA

ing!! Cash in On Rich, Untap
ped Market For Public Speakers
Throughout Country. Simple

Rooster Rousers 1774-42, Edmonton,
Alta., Can

Golden Spreaders 2424-44, Amarillo, TX
Steel Centre 3285-45, Sydney, N.S., Can

Procedures. Learn How; Write

S. Central/State Farm Insurance

Cuppett, Box 91-A, Wilmington,

2409-63, Murfreesboro, TN

CA 90748.

Ri Konono 1687-U, Kwajalein, Marshall
Islands
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Spread the Word About Toastmasters!
Toastmasters can lead you to greatness. And that's no secret.

So why not tell everyone about It? Starting today —
with these appealing promotional tools...
367-368. New Tl Posters. These

chures include Reach Out For

eye-catching works of art will help
you get your message across
quickly and eloquently. Two sizes
available. The smallest (367), is
11" X 14". The color scheme is navy
blue and white and there's space
for your club's name, meeting time
and place and phone number. Set

Success(99), which tells prospec

of 10: $2. The large red, white and
blue poster (368) is 22" x 17" and
comes with a plastic stick-on bro
chure holder. Set of three: $4.
99-101. New Brochures. Toastmas

ters has completely revised its pro
motional brochures, giving them an
attractive design that compliments
the new posters. The new bro

You Can Be

You Con Be

tive members what Toastmasters is

A Success

A Success

all about; Join Us For Success

(100), which includes statements
from prominent persons who have
been helped by Toastmasters; and
Speak Up and Get Ahead (101),
which is tailor-made for company
clubs that want to promote their
programs within their organizations.
Clubs may request up to 15 of the
above brochures at no charge.
Additional copies are 2 cents each.
Contact World Headquarters' order
department for details on quantity
prices for orders of 1000 or more.

Sncnk Up

267. Communication Achievement

363. Highway Sign —22". Features

Award. Now your club can honor a
local dignitary for outstanding com

the Toastmasters emblem in weath

munication achievements and gain

erproof paint with reflecting Scotch
like "T." Provides an excellent way

valuable publicity at the same time!
Comes complete with a handsome
award plaque ready for engravir.g
and a helpful "how to" booklet with
valuable tips on who to select, how

to publicize Toastmasters —and
your own club — in your commu
nity. Pre-drilled holes make this
sign easy to attach. $20.00.

conoomyou

Oe* Aheoa

to present the award and how to

gain the needed publicity. $19.50.

376. Membership and Extension
Slide Presentation. This unique
40-slide show provides a great way

377-378. TV, Radio Public Service
Announcements. Let Earl Nightin
gale work for you! These 30-second
television and radio public service
spots will go a long way toward
making the Toastmasters program
better known in your community.
Information sheets with tips on how
to use the tapes are included. Tele
vision spots (377), $25; Radio
(378), $5.

to introduce Toastmasters to a civic

group, business association or pro
spective club. The show comes
with professionally prepared slides

and a script booklet. $15.

369-370. Tl License Plate Frames
iffr ...

and Bumper Stickers. Carry Toastmasters with you wherever you go...
or give these popular items as gifts,

Let everyone know how proud you
are to be a Toastmaster. License

Plate Frames (369) sold only in sets

of two — $2.50, plus $1 postage and
handling (U.S.). Bumper Stickers
(370) come in sets of two—$1.25

384. Official Club Meeting Plaque.
White plastic plaque, 10" square.
This attractive plaque makes an
effective promotional tool to hang
in restaurants, auditoriums, busi

O
TV
-

JOIN
JOIK

io/isr»HsrMs

ness rooms... wherever your club
meets. Includes pressure-sensitive
decals for posting the day and hour
of your meeting. $3.50.

1
i-frmt-i'.'uw.T.Ta

See the Supply Catalog for more promotional ideas. When ordering, add 20°/o postage and handling for all items unless indicated.(California residents add 6% sales
tax.) Be sure to include your club and district number with your order. Send to Toastmasters International, P.O. Box 10400, Santa Ana, CA 92711.
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