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What You Get out of Getting Involved
Early last December an announcement was made in my parish church re

questing all adult members to consider participating as advisors in an upcom
ing teenage project—decoration of the Baskin-Robbins float for the 1985 Rose

Parade. I quickly sidelined the request
in my mind thinking "I'm too busy"
with other things to get involved. My
non-involvement position lasted exactly
10 minutes—until the senior advisor of

the parish teen group met me in the
parking lot with the challenge; "We all
have a responsibility in this parish to
show the youth we are interested in help
ing them. Are you volunteering?"
The word "responsibility" was prop

erly placed—so on December 27 at 3:30
p.m. I showed up in Azusa, California,
with several other parish adults to help
decorate the float. Early confusion for us
newcomers was quickly replaced by a
precision plan carefully conceived by the
float contractor. My first assignment—
help coat the six-inch-wide pearls with
coconut for use on the female moose

("strawberry mousse"). That was followed by taking handfuls of powdered
chocolate milk and physically blowing it onto green moss to create a "chocolate
mousse" effect on the male moose. Eight hours later, covered with coconut and
chocolate, the whole group of advisors and teenagers stood around to admire
our preliminary efforts prior to the coat of flowers that would be applied during
the two days before the parade. We were happy we got involved.
As members of Toastmasters, we too have a responsibility to get involved

with our educational programs, to get involved with the success of each club
meeting and to get involved with the personal development of our members.
We do this by exploring all OPPORTUNITIES FOR GROWTH available
to us. Toastmasters, a self-help organization, relies heavily on each member
making a contribution at each meeting.

Toastmasters has three categories of involvement, each with its particular
responsibilities. They are: (1) personal skills development, (2) club management,
(3) district management. All Toastmasters participate in the first category. Knowl
edge and practice are required to develop any skill. So to stay properly involved
we must come to each club meeting ready to participate and prepared to speak
if we have a formal assignment. Our new basic manual and the nine advanced
manuals supply much of the knowledge. It is up to us to get the practice.
The second category, club management, represents about 30 percent of our

membership. If you are a club officer, it is your task to help create an environ
ment for learning. Well-planned and well-run meetings are a MUST if we want
to properly serve our membership. Clubs at charter strength or greater are also
a major factor in creating this proper environment.
About five percent of all members participate in district management. District

officers (and international officers) are responsible for keeping the Toastmasters
infrastructure in place, healthy and growing. It is a big task requiring many
hours of planning, reporting, training and service.
Each category of involvement is important to Toastmasters International. Each

category has its unique responsibilities. And, each category has its rewards.
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Columbus and discovery are synon
ymous. With this in mind, Toast-
masters will converge on Columbus,
Ohio, this summer to discover a
new world of self-development op
portunities at the 54th Annual In
ternational Convention. The Hyatt
Regency/Ohio Center, an ultra-mod
ern convention complex, will serve
as backdrop for what promises to
be the best-ever Toastmasters Con
vention. After all, when Columbus
aims at discovery, the results have
to be history-making!
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Note-Worthy

Congratulations to Barney Kingston
for the courage to publish an article
in the November 1984 issue ("Look
Ma! No Notes!") that says notes are
not that bad.

Some Toastmasters have a prejudice
against notes. I once knew a Toast-
master who even expected no use of
notes on the second basic manual

assignment—figuring that you must
not be in earnest, if you need notes
(second assignment, "Be in Earn
est"). Personally I exclaim "nonsense"
to the argument associating no notes
with earnestness.

The majority of the newer members
(and even veteran members) would
benefit far more from notes. After all,

about 95 percent of our members
joined Toastmasters because of lack of
confidence. To me, it is just personal
hang-ups of audience members if they
let brief downward glances detract
from the speaker's message. It does
not have to detract, if you train your
self to ignore it.
When I was in an area speech con

test, my coach advised me that I had
more to gain than to lose by using
notes. My coach said to me, "If you
forget your speech, you are dead." As
for reading the speech word for word,
that is a different story.
So in conclusion, you just might be

a person who would find the benefits
of notes far outweigh the disadvant
ages.

Lester Hemphill
Sparta, New Jersey

I disagree with Mr. Kingston's ar
ticle, "Look Ma! No Notes!" Dis
daining notes is not so much the ex
clusive domain of a professional
speaker as it is the primary quality of
a well-prepared, competent Toastmas-
ter. The better speakers in my club
often work without notes; the instruc

tions in the communication and leader

ship manual encourage the speaker to
speak without notes in most of the
projects.
There is quite a difference between

"winging it" and speaking without
notes. Although I often speak without
notes, I seldom "wing it." My pre
sentations are organized, outlined
and rehearsed beforehand. I don't

memorize my speeches, but I do me
morize my oudine. When I step before
an audience I am prepared and confi
dent. It's a thrill to speak without
notes because I can give my audience
my full attention.

It was very difficult for me to learn
to speak without notes. My memory
wasn't so much a problem, but my
lack of confidence was. With some

practice and self-discipline, I was able
to achieve a goal which I feel should be
a goal of every Toastmaster—to spetik
without notes.

I've been a Toastmaster less than

two years. Speaking without notes
has been my second greatest achieve
ment as a Toastmaster.

Joe Boyd
1984 World Champion of Public Speaking

Bellingham, Washington

Festival or Fiasco?
The article "Festivals of Oratory"

(December 1984 issue) by one Thomas
Montalbo, DTM, was one of the sor

riest pieces of editorializing I have
ever read. It was drawn so that the

Democratic speakers discussed are
represented first in the article, at
great length and with great applause.
We learn that Cuomo was exhila

rating, Jackson was electrifying and
Ferraro was spirited. On the other
hand, as a near postscript at the end
of the article, is a litany of the failures
of Mr. Reagan's acceptance speech.
The most disappointing aspect of

this article is not that it is biased and

offers opinion without support. Rather
it is that the author demonstrates a

complete lack of understanding about
what makes Toastmastering appealing.
We who man the trenches in Toast-

masters are constandy attempting to
assure prospective and new members
that through Toastmastering their abil
ity to communicate will be improved
and their chances for success in their

field of endeavor enhanced. This arti

cle congratulates a list of Democrats on
their outstanding communication skills
and downgrades the Republicans' ef
forts.

In view of the fact that Mr. Mon-

dale and Ms. Ferraro suffered one of

the more humiliating defeats in the
history of politics, the author's position

must be that communication is not an

importEuit factor in success. I disagree.
Moreover, I seriously question that

many Toastmasters would agree with
your analysis of the various addresses
discussed and I am certain that none

welcome an article in their magazine
which attempts to demonstrate that
public speaking ability is no way re
lated to accomplishment.

James W. Henry
Kansas City, Missouri

The December issue of The Toast-

master provided us with a great deal
of material to cogitate over before the
new year. The article by Thomas
Montalbo, "1984 Political Campaigns:
Festivals of Oratory," proves that Ttast-
masters can become BETTER LIS

TENERS and BETTER THINK

ERS, and not just BETTER SPEAK
ERS. His article, more than any other
I have read during the past year,
stresses the basic principles of Toast-
masters.

I am sure that thousands of Toast-

masters listened to the speakers Tom
mentioned in his article in prepara
tion for making their own individual
decisions on how they would vote in
the recent U.S. Presidential election.

Were oior ears attuned to the cacophony
of conflicting views, free of bias and
preconceived notions? Or were we
merely listening for mistakes from
those running against our candidates?
Tom clearly demonstrated that the

principles of effective listening and
thinking stressed in our Toastmasters
programs can be practiced every day
in our own living rooms, or, more im-
portandy, in our "work-a-day" world.
The opportunities are unlimited. It
does, however, take a conscious effort
on our part to become active listeners
and active thinkers. The benefits for

our efforts, as with opportunities, are
unmeasurable.

Tom, in true Toastmasters fashion,

also left us with a few TEACHING

POINTS—the Do's and Don't's of

successful speaking style^—-style that
is daily reinforced by our effective, ac
tive listening and thinking. That is
really something to cogitate about!

Michael L. Wardinski, DTM
Alexandria, Virginia
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THE COMMUNICATION PROCESS

IS LIKE A MACHINE—IE ONE

COMPONENT MALFUNCTIONS,

THE WHOLE SYSTEM

GRINDS TO A STOP.
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AVOID
COMMUNICATIOIU
BREAKDOWNS

Isn't all communication initiated
for some kind of result? Yet many
people find themselves constantly

frustrated because they are just spinning
their wheels—they communicate in a
perfectly normal way, but get no results.
They are constantly plagued by commu
nication breakdowns.

You'll often hear them making com
ments like, "You misunderstood—this

report has to be done over," "You took
it the wrong way—that's not what the

customer wanted," "How could you
possibly have thought that was what I
wanted you to cover in your presenta
tion?"

Though people in every walk of life
suffer from such communication mal

functions, managers sit at the interaction
centers of organizations and are parti
cularly vulnerable to communication
breakdowns. They receive many types of
communications from superiors, peers
tmd subordinates and in turn must trans-

by Paul B. Thornton and Paul J. LeVarge
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Use the phone only when com
municating SIMPLE EACTS.

late information, destined for each, into
appropriate language.
One way for managers to increase

understanding is to reduce or eliminate
communication breakdowns by simple
maintenance of the communication

machine. Just as with an ill-running
automobile these breakdowns can cost

an organization a great deal in terms
of time, effort and money.
So this article is aimed at managers,

though everyone who has to communi
cate, from parents to chief executive
officers to waiters, can benefit.
Even if you consider yourself an ef

fective communicator, there are prob
ably situations in which you have dif
ficulty getting your points across. The
intent of this article is to help you im
prove your skills at communicating clear
ly, concisely and completely.
The process of communicating for re

sults might be graphically represented as:

Senteocw

^  ̂

Each step will be discussed with par
ticular emphasis placed upon likely com
munication breakdowns and the actions

that can be taken to prevent them.

Sender's Purpose
"When a sailor knows not the harbor

he seeks, any wind is right." The same
logic applies to the process of communi

cation, for when a speaker
lacks purpose.

any words will do. Therefore, a logical
first step is to bring the purpose of your
communication effort into focus. Re

member, the sender must always be able
to answer the question, "What specific
results do I wish to obtain?"

When you lack specific purpose, you
risk having to revise or alter reports,
sit through unnecessarily long meetings,
become bogged down in irrelevant detail
or make presentations that wander aim
lessly from point to point.

Managers can establish clear objec
tives by taking a few minutes before
communicating to think through their
purposes. Establishing a clear purpose
is a cognitive process in which commu
nicators ask themselves a series of ques
tions designed to eliminate collater^
issues and bring their objectives into
sharp focus.
Some examples of critical questions

effective communicators might ask them
selves prior to initiating their messages
might be, "What, specifically, do I want
the receiver of this message to know?
What do I want the receiver to think,
feel, or do? What specific information
or facts do I want to transmit?"

Words and Sentences
The vice president of a large manu

facturing division stated that his number
two man "was not cutting the mustard."
When asked what seemed to be the

problem, he replied, "The man is not
pulling his own weight." Asked what
specifically was wrong, the executive
answered: "He hasn't been on the band

wagon since he got the job."
While it is clear that the vice president

is not pleased with his subordinate's per
formance, he never tells us what

specifically the man was doing
wrong. In light of the

above, it is easy to
see why

F.'-
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a large number of communication

breakdowns occur as a direct result of
the receiver misinterpreting words and
sentences. Words must be precise and
easily understood so the receiver has the
best chance to fully comprehend the
sender's message and intent.
For example, when a manager states,

"I want you to get that report out first
thing tomorrow," a subordinate may
interpret "first thing tomorrow" as be
ing the first thing after the regularly
scheduled staff meeting. And while the
subordinate may have handed the report
to the manager at 10 a.m., the manager
may have been waiting for it since 8
a.m.

Words like 'big,' 'small,' 'as soon as
possible' and 'later' are imprecise, re
lative words, and when used may lead
to communication breakdowns. It is in-

terestmg to note that the 500 most com
monly used words in the English lan
guage have an estimated 10,000 different
meanings.
The use of jargon creates another po

tential source of communication break

downs. Jargon is defined as any special
ized or technical language used by a
group or profession.
When one engineer says to another,

"hydrostatic pressure beneath the slab
is causing moisture penetration," the
meaning is clear between the two people.
However, if an engineer were speaking
to someone outside his or her profession,
it might be more appropriate to say,
"You have a wet basement."

Use simple words to get the results
you want. Try to remember you are re
lating information to people who usual
ly have little time to spare and who
carry no dictionary to define words they
don't understand.

Finally, avoid unnecessary words. Just
as a well-designed machine has no un
necessary parts and a good drawing no
unnecessary lines, an effective commu
nicator avoids using unnecessary words.
For example, rather than saying "in

the majority of instances" say "usually."
Say "believed" or "thought" in place
of "was of the opinion that." Remem
ber, unnecessary words make extra work
for the receiver and thus fog your intent.
To avoid communication breakdowns

consider these three rules developed by
author George Orwell (of 1984 fame):
• Never use a long word where a

short one will do;
• If it is possible to omit a word, al

ways leave it out;
• Never use a foreign phrase, a scien

tific word or jargon if you can use
its everyday English equivalent.

MAR G



Message
Most managers open their center desk

drawers and find an assortment of pen
cils, pens, paper clips, staples, rubber
bands and business cards. When they
can no longer tolerate the confusion they
may clean and organize the drawer.

Similarly, in order to be clearly under
stood, the sender must organize ideas.
Just as it is difficult to find what you're
looking for in an unorganized desk draw
er, it is hard to find meaning in an un
organized message. Communication
breakdowns can occur whenever man

agers fail to organize their messages be
fore speaking.
A sender can organize messages in

many ways. These may include priority
(ideas organized in terms of their im
portance), chronology (ideas organized
according to a time sequence), or prob
lem/solution sequence (ideas divided
into description of the problem and pre
sentation of the solution). There are
other methods, of course; the important
point is to employ some method of or
ganization.

Channel

A communication channel is the me

dium through which information passes
from sender to receiver. Examples of
channels are written messages, telephone
conversations, face-to-face dialogue and
group meetings.
The choice of a channel may affect

the quality of the communication and
in turn, the degree to which the receiver
will respond to it. Therefore, a manager
must decide which channel will be most

effective in accomplishing his or her
purpose.

Written communication should be

used when communicating complex facts
and figures or information such as en
gineering, legal or financial data, since
communication breakdowns often result

when complex material is presented oral

ly-
Written communication is also the

channel of choice whenever the manager
finds it necessary to communicate with
large numbers of people, attempts to
transmit large amounts of data or needs
a record of the communication.

Use of the telephone is appropriate
when communicating simple facts to a
few people. To ensure that messages are
understood using this medium, you may
want to ask for feedback and check to

make sure the communication link is

complete.
Face-to-face communication has the

advantage of speed, allows considerable
two-way communication to take place
and usually elicits a quick response. It
is best to use face-to-face dialogue when
the interaction is of a personal nature.

T H

For example, this communication chan
nel should be used when giving praise,
counseling or taking disciplinary action.

Holding a meeting is another fre
quently-used channel of communication.
Meetings are appropriate when there is
a need for verbal interaction among and
between members of a group.

Studies have revealed that managers
and supervisors spend more than half of

their potential productive time in meet
ings, discussions and conferences. For
this reason it is important to ascertain
in advance whether or not a meeting
will likely achieve the desired result.
Receiver

"When E.F. Button speaks—every
one listens." Unfortunately, most man
agers don't enjoy that same luxury.

(Continued on Page 18)

JOKES for SPEAKERS!
For Toastmasters, Business Executives, Club Officers,

Banqueteers, or anyone who has to talk.
An up-to-the-minute Topical Joke-Bulletin with approximately 100 funny
one-liners, stories and roast lines. Created by top Hollywood comedy
writers. A great source of fresh professional material to humorize your

speech for any audience; any occasion. Current issue: $8.50.
Our 13th Year. Send check or M.O. to:

JOKES UN-LTD.
8033 Sunset Blvd., Dept. O-l, Hollywood, CA 90046

Introducing a

NEIAf WAY TO GET ALONG
WITH YOUR BOS^
Now there is an easy way for you to —

AMD YOURcommunicate and work with the person who
has the biggest influence on your career.

Learn the techniques of CORPORATE HIGH
ACHIEVERS. Fill the gap that you did not learn
at school. Put yourself in line for the next promo
tion. Find out what this AUDIO CASSETTE pro
gram can do for you.

"YOU AND YOUR BOSS" is a five-part, 90-
minute program and it comes with a guidebook.

Following eight years of research, Dr. Pas
Sadhukhan has developed "YOU AND YOUR
BOSS" with Dr. Paul Thompson, former pro
fessor at the HARVARD BUSINESS SCHOOL,
currently at the BYU and a consultant to IBM,
GE, Procter & Gamble, and Exxon. Somers
White, who lists 400 of the Fortune 500 as
his seminar clients, introduces the program.
Narrator Jeff Young received the Toastmasters
International's World Championship
of Public Speaking award.

Return coupon to:

Institute for Professional

Training & Productivity.

P.O. Box 219225, Houston,
TX 77218, or cail, toll free:
1-800-752-7001 EXT. 815A.

In Texas, call: 1-800-442-
4799, EXT. 815A.

p
Professional development

programs by recognized expert

Skill,■®S
I

r:
S

s

end me - . program(s) at $20.95
plus $2.50 handling and postage for
each (5% tax for Texas residents).
I'm enclosing □ check □ money
order □ VISA/MC authorization for
the total amount of $

Allow 4-6 weeks for delivery.
Moneyback guarantee if cassette Is
returned within 21 days.

CITY

VISA/MC NUMBER-

CAHD EXPIRATION DATE .

.J
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- This Summer

Discover coiumbus

and Discover Greatness!
Make your reservations now for the best Toastmasters International

Convention ever! Nearly 2000 Toastmasters will discover Columbus, Ohio,
August 20-24, for an unbeatable week of education, fellowship, excite-'

ment, motivation and just plain fun! Don't miss the experience
of a lifetime and a chance to discover greatness!

TUESDAY

AUGUST 20

10 a.m. to 6 p.m. - Registration
12 noon to 6 p.m. - Ticket Sales

Advance registrants may pick up ticket
packets beginning at 10 a.m. Meal
event tickets may be purchased (subject
to availability) beginning at noon. The
table reservation booth will be open dur
ing registration hours, as will the Dis
trict 40 Information Center, and the
Education Center Bookstore. Candidates

Corner and the Credentials Desk will

be open Tuesday afternoon, as well.

Q 2 p.m. - Board of Directors
Meeting

All members and guests may attend

this open meeting of the International
Board of Directors.

Q 4 p.m. - Accredited Speaker
Program Finals (Part I)

Veteran Toastmasters who qualify for
the finals in this year's Accredited %)eak-
er Program will appear before a live
audience and a select panel of judges
to give their qualifying presentations.

□ 4 p.m. - Film Festival
A selection of the latest films on pub

lic speaking, including Toastmasters'
own film, "Speaking Effectively to One
or One Thousand."

□ 8 p.m. - Proxy Prowl
An informal, no-host bar/reception

for early arrivals. . .your opportunity to

meet this year's Officer and Director
candidates.

WEDNESDAY
AUGUST 21

□
Ceremonies

Convention Opening

The Ohio State University "Pep Band"
leads off this spectacular pageant high
lighted by the traditional Toastmasters
Parade of Flags. A rousing keynote ad
dress by Alan Cimberg and annual re
ports by International President John
Latin, DTM, and Executive Director
Terry McCann round out the morning's
festivities.
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Alan Cimberg

□ p.m

'M

Charles Dygert, Ph.D. Dale 0. Ferrier, Ph.D., ATM

Marva Collins

^ Noon - Golden Gavel Luncheon
Honoring Marva Collins

Well-known Chicago educator (and
abject of a TV movie "The Marva
lollins Story,") Marva Collins will be
le featured speaker and will be honor-
d with Toastmasters' highest award,
le Golden Gavel. Governors of all Dis-
inguished Districts for 1984-85 will be
onored guests at this luncheon.

ifternoon - "Discover Education"

Wednesday afternoon is filled with
ducational opportunities for you to
hoose from.

□ 2 p.m. - Dr. Nina Harris, DTM
"What to Do when You Know Your

Cnees Shake'—a look at how to over-
;ome platform fear.

Dr. Steve Boyd
Winner of the 1970 Toastmasters In

ternational Speech Contest, Dr. Boyd
will cover "Successful Listening—the
Missing Link."

□ 3:30 p.m. - Mike Frank
"Little Things Make the Difference

in Life'—a look at what makes people
successful.

|—1 3:30 p.m. - Roy Fenstermaker,
DTM

Roy won the "World Championship
of Public Speaking" in 1983 and will
present "Competitively Speaking."

□ 4:45 p.m. - Candidates Forum
International Director candidates will

have the opportunity to speak before
delegates.

Wednesday Evening
This night is set aside for dining,

politicking and enjoying the evening in
Columbus. Stop by the District 40 hos
pitality area for ideas on where to go
and how to get there.

THURSDAY
AUGUST 22

□ 8 a.m. - Annual Business Meet-
ing

Delegates will have the opportunity
to vote for Internationsd Officers and
Directors.

Q 11:30 a.m. - Spouses and Guests
Luncheon

This popular event features Pat Vivo,
speaking on "Hello Parents, Hello
Children"—the art of communication
between parents and children.

□ 11:30 a.m. - DTM Luncheon

If you are a DTM you are invited to
attend this special luncheon featuring
Past International President Pat Panfile,
DTM, as keynoter, and four speakers
from districts outside the U.S and Cana
da vying for a spot in Saturday's "World
Championship of Public Speaking."

□ 1:45 p.m. - Hall of Fame
Top achievers from throughout the

world of Toastmasters will be honored.
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John Latin, DTM Terry McCann Eddie Dunn, DTM John Waldeck Rou de Gravelles, ATM
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Dr. Nina Harris, DTM Dr. Steve Boyd Mike Frank Roy Fenstermaker, DTM Pat Vivo

Q 3:45 p.m. - Accredited Speaker
Program Finals (Part II)

Qualifying members will give their
qualifying speeches before an audience
and a panel of judges.

Q 3:45 p.m.
Showcase

Communication

Past International President Eddie

Durm, DTM, will host an extraordinary
collection of four Toastmasters speak
ing on topics of their choice.

n 3:45 p.m. - Dr. A1 Mustin

This leading communicator will
share his views on "Success Secrets."

Q 6:30 p.m. - 'Down-Home' Re
ception

Time to gather together, compare
your "country" outfits and get ready
for an exciting "down-home" evening.

Q 7:30 p.m. - "Country Picnic"
Fun Night Party

The biggest and best "wingding"
we've ever known. Featuring a picnic
dinner with all the trimmings, enter
tainment in the form of an elaborate

stage show by The Sunshine Express
and Garry and Tomio followed by
dancing with The Challengers.

FRIDAY

AUGUST 23

All Day - "Discover Education"

A full day of educational program
ming.

Q 9 a.m. - Dale O. Ferrier, Ph.D.,
ATM

Dr. Ferrier, an Accredited Speaker
and past runner-up in the Interna
tional Speech Contest, will provide a
rousing opening to our "Discover
Education" events.

□ 10:15 a.m.
Pick one of these six specialized pre

sentations:

• Parliamentary Procedure in Action-
John Waldeck

• How to Motivate - Vince DaCosta,
DTM, Past District Governor

• Dynamic Delivery Using Video
Feedback - Rou de Gravelles, ATM

• Evaluation - Tom Ealey
• What Every Club Officer Ought to

Know - Panel with Past International
Director Vince DeGeorge, DTM and
Past District Governors June Poplar,
DTM, Scott Long and Jack Wild,
DTM

• Technical Speaking - Randall
Reeder, DTM, Past District Govemor

□ 1:30 p.m.
Select from one of these programs:

• Humor Workshop - Art Gliner,
DTM

• Women in Speaking - Panel moder
ated by International Director Adele
Stagner, DTM

• Make Your Club a Success - Panel
moderated by Past International
Director Don Ensch, DTM

|—I 3:15 p.m. - Charles Dygert,
Ph.D.

An invigorating master of platform
skills. Dr. Dygert will present "Are You
Fun to Be With?"

□ 6:15 p.m. - Royal Reception
All attendees are invited to this no-
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Jack Wild, DTM Vince DaCosta, DTM Tom Ealey June Poplar, DTM Scott Long
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Dr. Al Mustin Vince DeGeorge, DTM Adele Stagner, DTM Don Ensch, DTM Randall Reeder, DTM

host reception preceding the Conven
tion's Grand Finale evening.

Q 7:30 p.m. - President's Dinner
Dance

Past Internationtil President Eddie

Dunn, DTM, will preside as Toastmas-
ter of the Evening as the organization's
newly elected Officers and Directors are
installed. Dancing with music by the
Chuck Selby Orchestra will follow the
installation ceremonies.

SATURDAY
AUGUST 24

□ 8:15 a.m. - "The World Cham
pionship of Public Speaking"
and International Speech Con
test Breakfast

Nine of the best speaikers in the world
will give their all in pursuit of the
championship trophy.

In a nutshell, that's your Conven
tion. Turn the page and complete
your registration and hotel reservation
forms today!

How to Get to Columbus.. .What to Wear
OUR AIRLINE DEAL. . . TWA (Trans World Airlines) offers a special conven
tion fare for Tbastmasters. Call them at 800-325-4033 between 8 a.m. and 5 p.m.,
Central Time. (In Missouri call 800-392-1673, and in St. Louis 291-5589.)
Tell the reservation agent you are with Toastmasters and give them our TI code
number, 99-11504. In addition to the convention fare, other promotional fares
may be available.

GETTING TO THE HOTEL. . . The Hyatt Regency Columbus at Ohio
Center is located on the north edge of downtown Columbus, approximately
15 minutes from the Port Columbus International Airport. A regularly scheduled
van service picks up at the airport and serves all major downtown hotels at
a nominal charge. If you are driving, the hotel is located at High St. and Nation
wide Blvd.; take the High St. exit from 1-71. Open-air parking is available in the
Ohio Center lot for $2 per day and covered self-parking in the underground
Ohio Center structure is $4 per day (prices in effect presstime, subject to change)
and valet parking is available at the hotel at an additional charge.

THE WEATHER. . .Columbus in August is warm and somewhat humid.
Average temperature for the month is 76° F, with some cloudy days and a slight
chance of rain.

BE COMFORTABLE . . . Feel free to dress casually for all daytime speaking
events. Suits and evening dresses (or formal wear, if you wish) for the President's
Dinner Dance, please. The Country Picnic Fun Night on Thursday is a special
time to dress up in your most imaginative "country" costume or outfit (or feel
free to just dress casually).
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TOASTMASTERS

54th ANNUAL CONVENTION
August 20-24, 1985
Hyatt Regency Ohio Center
Columbus, Ohio

MAIL THIS PART TO: Toastmasters International, P.O. Box 10400, Santa Ana, CA 92711 (This form is not to
be used by Internationai Officers, Directors, Past internationai Presidents or District Governors eiected for 1985-86.)

To attend general sessions on Wednesday, Thursday and Friday, a registration badge will be required. Pre-reglster and order meal-
event tickets now! ATTENDANCE AT ALL MEAL EVENTS WILL BE BY TICKET ONLY. Advance registrants will receive a receipt
for a packet of tickets and materials, which can be claimed at the registration desk, Tuesday, August 20.

ALL ADVANCE REGiSTRATIONS MUST REACH WORLD HEADQUARTERS BY JULY 15.

Member Registrations @ $25.00

^Joint Registration: HusbandA/Vife (both Toastmasters) @ $35.00

Spouse/Guest Registrations (each) @ $10.00

Tickets: Goiden Gavel Luncheon (Wednesday, August 21) @ $16.00

Tickets: Spouses & Guests Luncheon (Thurs., August 22) @ $12.50
Tickets: DTM Luncheon (Thurs., August 22) (Note DTM# ) @ $12.50
Tickets: "Country Picnic" Fun Night (Thurs., August 22, Dinner, Show) @ $27.00

Tickets: President's Dinner Dance (Fri., Aug. 23, Dinner, Dancing, Program) @ $29.00

$-

$-

$-

$-

$-

$-

$-

$-

.Tickets: International Speech Contest Breakfast (Sat., August 24) @ $13.00
TOTAL

$-

$.

Check enclosed for $_

accepted after July 31. Cancellations not accepted on site.

(Please Print)

NAME

.(U.S.) payable to Toastmasters internationai. Cancellation reimbursement requests not

Club No.. .District.

SPOUSE/GUEST NAME.

ADDRESS

CITY .STATE/PROVINCE.

COUNTRY

NO. CHILDREN ATTENDING.

.^IP CODE.

JVGES.

If you are an incoming club or district officer, please indicate office:.

MAIL THIS PART TO: Hyatt Regency Columbus at Ohio Center, 350 N. High St., Columbus, Ohio 43215

TOASTMASTERS INTERNATIONAL 1985 ANNUAL MEETING ★ ★RESERVATIONS MUST BE^ ★
AUGUST, 1985 RECEIVED BY

JULY 28, 1985

□ Single $55.00
□ Double (King Bed) $66.00
□ Double (2 Beds) $66.00
□ Triple $77.00
□ Quad $88.00

For Suite or Regency Club reserva
tions—please call the hotel directly.

All reservations must be received by
the hotel 21 days prior to arrival.

HYATT REGENCY—COLUMBUS

Dial Direct 614-463-1234

PLEASE PRINT

Date of arrival
Date of departure

Check in time: 3 p.m.
Check out time: 12 noon

Guest Name
Sharing with
Confirmation mailing address:
Name

Address

City

Telephone.
State Zip

Area Code

Your reservation may be guaranteed by
advance deposit or major credit card.
Failure to cancel 24 hours prior to ar
rival will result in 1 night's charge bill
ed to your credit card.
Guarantee to one of the following:
Deposit of $ (enclosed)
American Express #
Diners Club #
Carte Blanche #
Master Card #
Visa #
Expiration Date
I have verified that all information is correct.
Signature
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HOW TO FIND WORK THAT NEEDS TO BE DONE IN
YOUR FIELD—AND HOW TO CONVINCE EXECUTIVES

YOU'RE THE ONLY ONE WHO CAN DO IT.

CREATE
YOUR OWN

JOB!
by Peter G. Van der Spek, Ph.D.

You consider yourself a top-notch
expert in your field. But despite
a considerable expenditure of time

and effort, you have not been able to
locate a suitable job. If this fits your
situation, perhaps it is time to try an
other approach that is geared especially
to today's more difficult job market.

Several new employment trends in
dicate that fewer jobs will exist in the
future for middle-level managers as well
as blue-collar workers. Office automa

tion will make it possible for top man
agers to eliminate some of the tasks
presently being performed by middle-
level managers.

In the factory more and more unskill
ed and semi-skilled workers are being
replaced by robots and other types of
automated manufacturing equipment.
Job requirements generally are becom
ing more stringent and competition for
employment at all levels is heating up.

Since these trends are expected to be
come even more pronounced over the
next decade, serious job-seekers are well-
advised to develop ingenious job hunt
ing methods. Each person will have to
utilize knowledge of his or her field to
uncover opportunities that are not read
ily apparent to the typical applicant.

Create Your Own Job
The idea of creating your own job is

nothing new. Many people with an en
trepreneurial bent start their own busi
ness—and this old standby is becoming
even more popular today. Professionals
in medicine, dentistry, law, accounting

T H

and management consulting establish
their own practices. Writers sell their
own books and articles as freelancers.

And independent real estate investors
buy and manage properties.
This do-it-yourself approach will con

tinue to be an excellent method for
avoiding the job market crunch. How
ever, it is suitable only for those who
have the education, entrepreneurial
orientation and—last but not least—the

Resumes are
DEFINITEL Y OUT.

financial resources to follow this path.
For a middle- or upper-management

executive unable or unwilling to take the
entrepreneurial route, there are at least
three other approaches to creating a job
on the payroll of an existing company.
The three approaches involve a letter-
writing campaign targeted to specific top
executives, a specific industry sector or
a specific business problem.

Approach (1):
Target Specific Executives

It must be assumed that you keep
track of such developments in your field
as transfers and promotions of execu
tives, mergers and acquisitions, earnings
and profits of certain companies, new
product introductions, financial and

£  TOASTMASTER/MARCH 19
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marketing problems and similar news
items.

It is a good idea—while in between
jobs—to subscribe to The Wall Street
Journal, the New York Times and se
lected trade journals. Also, be sure to
visit the public library at regular inter
vals for further reading of related pub
lications.

Thus, you will be aware through the
trade press that, e.g.. Company A is
acquiring a company in a field different
from its own and may have to hire ad
ditional talent (such as you) to assist in
the integration process; that Company B
is trying to start a new product line (in
which you are an expert); and that
Company C has a cash flow problem
(just up your alley).

You also may read a story about a
company you're familiar with hiring a
top executive and you happen to know
the company's product line especially
well—this points to a possible need for
someone like you to assist him in his
new job. Or you may hear a speech by
a CEO about one of his pet interests
and it may give you an idea about how
you can help him to promote it.
This approach requires a carefully

worded personal letter congratulating
the executive on his new appointment or
commenting on his special interest. In
dicate, for example, that you are avail
able to write a speech for him or to as
sist him as an external or internal con

sultant. If you have written an appro
priate article or recently read an article



that may be of special interest to him,
send him a copy.

If you personally know someone who
is acquainted with the executive in
question, by all means try to get tm in
troduction or at least obtain some in

formation about the executive that will

help you establish rapport.
Regardless of the executive's response

—or lack of response—follow up each

letter with a telephone call, usually with
in a week or so. Besides increasing the
effectiveness of your letter, a phone
call also may result in additional refer
rals within the same company or with
other companies. In cases where the
executive's response is negative, you
may want to postpone your follow-up
call a few months, and the timing may
be better then.

SAMPLE LETTER FOR A CAMPAIGN
TO "CREATE YOUR OWN JOB"

Mr. John Jones, President
First National Bank
Main Street

Anytown

Dear Mr. Jones:

Date

A NEW APPROACH TO

MINIMIZE DEFAULTS

During the current period of high risk of loan defaults, it is more
important than ever to refine your bank's method for minimizing loan
defaults.

I would like to suggest that you consider adding OPERATIONAL ANAL
YSIS as a step beyond Financial Analysis.

Operational Analysis consists of an in-depth investigation of your client
companies' management, organization and marketing activities. It
supplements Financial Analysis by uncovering weaknesses in their
operations that often are not apparent from a financial audit.

it should be applied selectively to certain major client companies that
are involved in a currently high-risk business or that warrant a closer
look for some other reason.

Operational Analysis could be provided as a prerequisite for extend
ing further credit. It also could be offered as a free or low-cost man
agement consulting service in cases where the bank and the client
company agree that such an analysis could be helpful in improving
the company's performance.

To set up such a program of Operational Analysis, you need a well-
rounded, experienced management consultant on your staff. Such
an internal consultant should have a solid industrial background and
should also be familiar with banking and finance.

If you feel that your bank may profit from adding a new type of ex
pertise in the form of a VP - Operational Analysis with the qualifica
tions specified on the enclosed sheet, I would like to meet with you at
your earliest convenience.

Sincerely yours,

Your Name

Author's Note: This letter illustrates how to submit a suggestion for
dealing with a current business problem, in this case in the banking
industry, instead of openly aiming for a new position to be created,
e.g. as V.P. Operational Analysis, you could offer your services on a
temporary consulting basis as discussed in the article.

Approach (2):
Target an Industry Sector
Your knowledge of your own field

and your current reading of The Wall
Street Journal and specialized trade
journals should also make it possible for
you to uncover a certain problem or
weakness that is presently plaguing an
industry sector. With some additional
research and analysis you may be able
to devise a solution for, or at least find

a better method of dealing with a prob
lem that falls within your area of ex
pertise.
To illustrate, let's take the banking

sector. One of its big problems has
been, and continues to be, bad loans
that have to be written off. How can

banks improve the quality of their loans
without becoming too critical on loan
applications? A suggestion for dealing
with this problem, together with a sam
ple format for submitting this sugges
tion to a selected group of top banking
officials, is outlined in the accompanying
box.

Another example is a problem many
companies experience in manufacturing
a labor-intensive product: competing
with imports from countries with ex
tremely low wage rates. If you are
knowledgeable in this area, you may
suggest that a company (that has not
already done so) consider establishing
an assembly operation in Mexico's tariff-
exempt zone just across the border. More
and more American companies are
availing themselves of this unique op
portunity for lowering labor costs with
out getting involved in establishing an
expensive plant in some faraway country.

In your letter to the company, you'd
offer your services to evaluate the feasi
bility of starting such a "maquiladora"
plant and, if it is given the go-ahead,
to plan and manage the operation.
These are just two examples of the

infinite variety of possible topics you
can focus a letter campaign on. Once
you have decided on your own topic of
interest and formulated a likely sugges
tion for dealing with it, you proceed as
follows:

• Determine the number, types and
sizes of the companies (i.e. banks)
to be contacted.

• Obtain the names of the officers to

whom the letters will be addressed

(usually the CEO, GOO, EVP, Sr.
VP, the VP covering a specific func
tion, or the officer who hires con

sultants).
• Prepare a form letter indicating the

problem as you perceive it and your
suggestion for dealing with it.

• Briefly state your credentials tis they
relate to your suggestion and show
why you are especially qualified to
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implement your suggested plan of
action.

• Offer to discuss your idea with the
executive and indicate that you may
be available on a flexible basis (if
you are so inclined), i.e., on an ex
ternal or internal temporary consult
ing basis. If appropriate, enclose
some relevant information such as

an article, etc.
• Do not enclose a resume! In fact,

try to discourage the executive from
referring your letter to the person
nel department, e.g., by mentioning
that you are not looking to fill a
vacancy, but are interested in a
unique opportunity to be useful to
the company.

In many cases your letter will stiU be
referred to the personnel department for
a form-letter reply. However, several of
the executives you target will reply to
you directly or via another top company
officer and at least address your sug
gestion and your offer to discuss the
matter in person. One or more of these
replies may result in the creation of a
new job that did not exist before and
for which you are a logical candidate.

Approach (3):
Target a Business Problem

If Approach Two is not suitable in
your case, here is another way to find
out about some of the most urgent busi
ness problems that require attention. In
a certain industry sector about which
you are knowledgeable and in which
you feel you could make a valuable con
tribution, simply conduct a telephone
survey of ten to fifty top executives.

If you have never conducted a tele
phone survey, you will be pleasantly
surprised how easy it is to interview top
executives. With only a few exceptions
they will be flattered by having been
selected by you for their knowledge of
their industry and will provide you
with a wealth of information that can

be extremely useful in your attempt to
create your own job.
When you are ready to start your

survey, select the companies which you
will interview. Consult a business direc

tory for some basic information about
each company, including the names of
the top officers. Next, prepare an intro
duction and a so-called "interview

guide"—a list of questions to be asked.
For best results, here are a few guide

lines you should follow in conducting
your survey;

• Introduce yourself and state that
you are conducting a survey on cer
tain current business problems in
the XYZ industry sector.

• Mention you believe that the person
you are calling is especially quali
fied to comment in this area.

T H

• Indicate that you would appreciate
it if you could ask a couple of brief
questions and that it would take just
a few minutes of his or her time.

• Ask your questions in an informal,
conversational manner, i.e., do not

read the questions verbatim.
• If the executive seems hesitant to

express him or herself, point out that
you will not quote the executive by
name.

• Make sure your questions are not
naive or irrelevant.

• Shy away from personal or propri-
etory questions that may cause the
executive to terminate the interview.

Using the information you gained
from your survey you should be able to
formulate one or more ideas for a sug
gestion that will be of interest to execu
tives in the industry sector in question.

Prior to starting your letter cam
paign—either to the same companies
you have interviewed or to other com
panies in the same sector—you may de
cide to write an article describing the
results of your survey and your suggest
ed course of action for each specific
problem.

Very clean copies of your article could
then be enclosed with your letters. The
article does not have to be published in
a journal, as this would unduly postpone
your campaign. But you may indicate
that it is being submitted for publica
tion.

The actual letter campaign for Ap
proach Three can be handled in a simi
lar manner as for Approach Two. Your
chances of success with these three ap
proaches will depend heavily on your
ingenuity in uncovering a niche for
yourself and—as in all searches for suit
able employment—on your persistence.

Creating your own job is a fresh alter
native to simply asking whether there
is a vacancy to be fiUed. Under the three
approaches outlined above, you take
the initiative by suggesting that a certain
task needs to be done. . . and that you
are just the right person to do it.

Dr. Peter Van der Spek is a management
consultant specializing in organization plan
ning, strategic planning and industrial market
research. At present he is involved in advanced
planning for Sverdrup Corporation, a large
engineering firm in St. Louis, Missouri.

SAMPLE OF AN UNUSUAL ENCLOSURE
TO ACCOMPANY YOUR LETTER

Suggested Position Requirements

V.P. OPERATIONAL ANALYSIS

Large bank seeks management consultant with extensive, diversified
experience to conduct Operational Analyses at client companies and
within the bank itself.

This internal consultant will play a role in minimizing loan defaults
and further improving the bank's operations.

Candidate must have considerable experience at various industrial
companies, banks and consulting firms in market research, manage
ment, planning, organization and economic research. Must have
outstanding analytical skills and problem-solving ability and be capable
of quickly gaining the cooperation of top officers in client companies.

Other requirements include an advanced educational degree,
resourcefulness, initiative, writing ability and business acumen. Must
be challenged by a variety of complex problems.

Author's Note: This is a "reverse resume"—in effect a suggestion
for a job description for which the company should find suitable ap
plicants. . . and for whichjyou are a logical candidate. Other pos
sible enclosures Include an appropriate article you have written
or which you have read. But a regular resume Is a definite
no-no.

~
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These Sound Tools
Can Help You Radiate
the Poise and Self-Conf idenee
of a Great Communicator

Choose Aii^ Program 'You Wish...
or Buy T\vo and Get One FREE!

As a reader of The Toastmaster.. .
you are cordially invited to profit from one or all three of
these exciting audiocassette programs for 30 days risk-
free: Communicate What You Think and The Compleat
Speaker by Earl Nightingale; and VOCAB, the vocabu
lary-building system by Dr. Bergen Evans.

No matter how good a communicator you are now, any one
of these programs can help make you even better. And,
if you buy two, you get one FREE. Total satisfaction
guaranteed.

Why Good Communication Is Vital
Have you ever noticed how established leaders—and the
younger person whose star is rising—command more at
tention, respect and admiration? They may not be any
smarter, any more aggressive or capable than their peers.
But they all have one thing in common—the ability to say
what they mean clearly and incisively.

TEST DRIVE any or all three of these audiocassette
programs for 30 days RISK-FREE!

Our stature in today's society—on and off the job—is
largely determined by how effectively we voice our thoughts
and ideas to others. In America we did away with kings
and queens, dukes and duchesses, with "sir" this and
"lady" that. Yet, whenever we speak, all within earshot
make a judgment as to where we fit in the scheme of
things.

Presentation and Persuasion
As a member of Toastmasters International, you may
already have studied diction and usage, or taken courses
in public speaking. Fine. Any or all of these audio pro
grams will still help you polish and perfect your verbal
skills and presentation.

With tape cassettes, it takes no time from your busy
schedule to review your progress as a speaker. You listen
and leam at your convenience ... as you drive to and from
work or between appointments... or while relaxing in
your home or office. You'll be amazed at the results—not
only in your speaking ability, but in your ability to sell
ideas to others.

Probably no other skill increases your effectiveness more
than knowing what to say and how to say it. Being able
to present your ideas with confidence and persuasiveness.
As a good communicator, you're able to "chair" meetings,
introduce guests, speak at important functions and parti
cipate more actively on committees. In every situation,
wherever you speak, people will listen—you'll gain their
respect as a knowledgeable and competent person. In
short, the power of words can help you build a better
future.

The Ripple Effect
The way we use the spoken word also affects the future of
our children. If our speech is good, theirs will be good.
Moreover, our and their ability to think is limited by vo
cabulary. We think with words. It's hard to think of things
we can't put a name to.

These are just a few of the reasons why your vocabulary
and speaking skills are so important.. . why you should
take advantage of this special offer today.
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Communicate What You Think
by Earl Nightingale
No matter what your career objectives are
— Communicate What You Think will

help you achieve them. You'll do a better
job in selling ideas, plans or procedures
to associates or customers. Your sales pre
sentations will sparkle. Your turn at the
conference table will be a happier, more
rewarding experience. More people will
tend to seek you out at social events and
want you to head up community projects.
Even your written reports, letters and
memos will get more attention —and
action. In 20 fact-filled enjoyable audio
sessions on six cassettes, you'll discover
how to transmit messages from one person
to another without sacrificing meaning or
intent... how to build a speech from a
formula . . . how to say something worth
while and still leave your audience feeling
good ... how to prepare visuals that help
your audience "get the picture."
TM3000 S65.00

The Compleat Speaker
by Earl Nightingale
This more advanced comprehensive six-
cassette program covers every facet—in
just about every possible situation—of
public speaking

After reviewing the basic rules of effec
tive speaking. Earl Nightingale draws on
his own experience and 50 years of re
search from Toastmasters International
to thoroughly explore the success tech
niques of a true professional in . ..

Outlining, writing and preparing different
kinds of speeches . . . Using humor . . .
Including visuals . .. Delivering extem
poraneous remarks ... Making introduc
tions ... Moderating a pemel... Handhng
interviews ... and much, much more. A
wealth of information and penetrating
insights on becoming an outstanding pub
lic speaker.
TM4000 $65.00

VOCAB
Dr. Bergen Evans
Vocabulary Building System
No matter what a person's age or formal
education, Vocab cassettes make it easier
to succeed ... in getting better grades in
school... in interpersonal relations ... in
advancement at work.

Knowing more words, their correct usage,
and how to pronounce them helps you
speak more easily . . . get ideas across
more effectively .. . read more intelligent
ly ... and write with more confidence.
With Vocab you have a valuable new audio
system for infusing more than 2,000 help
ful words into your vocabulary.

A marvelous aid for the junior high or high
school student trying to get good grades
in English ... the student studying for a
College Entrance Exam . . . the adult who
aspires to leadership in his or her career.
1903A $65.00

NIGHTINGALE-CONANT CORPORATION

The Human Resources Company®
World's Largest Producer of Audiocassette Programs
7300 North Lehigh Avenue • Chicago, Illinois 60648

Choose any program you wish, or ...
Buy two, get one FREE!
Buy four, get two FREE!
Buy six, get three FREE!

Cat. No. Program Price

FREE

FREE

6

FREE

FOR FASTER SERVICE
Charge Card Users Call TOLL-FREE:
1. During Chicago Office Hours Call

1-800-323-5552 to place your order
T800-323-3938 for customer service
(Illinois, Alaska and Hawaii residents
call 1-312-647-0300 collect)

2. ANY OTHER TIME CALL 1-800-621-5199

(Illinois residents call 1-800-972-5855)

Phone tor special offer on purchase of more than six programs.

YES! 1 want to take advantage of this special offer. I understand that
for each two programs 1 purchase, 1 will receive one program FREE.
If within 30 days, I'm not completely satisfied, I may return every
thing for a prompt refund.

□ Enclosed is my check (or charge to credit card below) for payment
in full including charge for handling and shipping.

Charge Credit Card: d MasterCard D VISA
□ American Express □ Diners Club □ Carte Blanche

Exp. Date / Signature.

Credit Card Acct. No

SUB-TOTAL

Illinois residents add 7% tax $

Handling & Shipping: $3.00 one program/$1.50 ea. additional S

Shipments Outside U.S.A.: Plus $7.00, pay in U.S. funds $

TOTAL $

ALL PRICES SHOWN ARE SUBJECT TO CHANGE WITHOUT NOTICE



BREAKDOWNS

(Continued from Page 7)

Communication breakdowns often occur

because the receiver has poorly-develop
ed listening skills.
The story is told of the secretary who,

after several critical incidents, came to
the conclusion that her boss was so pre
occupied with paperwork he was unable
to hear most of what she said.

To test her hypothesis, she arrived
late for work the following morning, en
tered the office and said, "I'm sorry I'm
late but I had to pick up my ticket to
Brazil. You see, I've been embezzling
company funds and now that I've reach
ed my goal, I'm off to Rio." The har
ried executive gazed up from the mass of
papers on his desk and replied, "Well,
at least you're here; can you get me
the notes on the Carter proposal?"

In school we spent a lot of time learn
ing to read, write and speak, but little
time learning to listen. Case in point:
One school system in Minnesota offered
a course in public speaking which was
so popular the number of sessions had
to be doubled. However, a course in
listening skills which was offered con
currently had to be cancelled when no
one registered for it.

This example clearly illustrates that
while most people are concerned with
speaking, few, if any, are aware of the
importcince of developing effective listen
ing skills.

Effective communicators must not

only develop listening skills, but must
also increase the amount of listening
they do. Those who have authority—
managers, teachers, coaches and legis
lators—do a lot of talking, while depen
dent people—subordinates, athletes and
students—find themselves doing the lis
tening.
This prevailing pattern must change

if effective two-way communications are
to be established. Initially managers
should plan to spend as much time lis
tening as they do talking.
There are several steps you can take

to increase the likelihood of the receiver

listening to and retaining the information
you wish to convey. First you can set a
good example, for the more effectively
you listen and respond to the receiver,
the more likely he/she will listen careful
ly when you speak.

Second, you can encourage the re
ceiver to ask questions and take notes.
Finally, you can motivate the listener
by emphasizing why the message is im
portant to him/her.

Interpretation
Even if the receiver has listened care

fully to the message, communication
T H

breakdowns can still occur as a result of

misinterpretation. Each of us interprets
and acts upon the sender's message
based upon our past experience and
present frame of reference. Our wants,
needs, attitudes and beliefs influence
how each message will be interpreted.
To illustrate, when the president of a

manufacturing company states, "Times
are hard and every employee must con
stantly work to increase productivity,"
the manager of research and develop
ment may interpret the president's

Never use a
LONG WORD

WHERE A SHORT

ONE WILL DO.

statement as needed recognition for
his/her work group.
On the other hand, the production

manager may think the new machines
he requested in his capital budget will
finally be delivered, while the personnel
manager reviews the seniority roster for
the names of those who will be laid off.

All heard the same message, yet each
interpreted it according to his or her
own personal agenda.

Closely related to the interpretative
process are the concepts of denial and
selective perception—people hear what
they want to hear. During an employ
ment interview, for example, an appli
cant may filter out any negative infor
mation regarding his or her qualifica
tions while magnifying the positive com
ments.

While the applicant may leave with
the impression that he meets all qualifi
cations and will be receiving an employ
ment offer, the interviewer may have
concluded that he did not meet the se

lection criteria.

The conclusion is obvious. The same

message can be, and often is, interpreted
in different ways. It is difficult to pre
vent breakdowns at this point in the
communications process; however, it is
worthwhile for the sender to consider

the receiver's frame of reference before

initiating communications.
Many communications breakdowns

occur when senders fail to receive feed

back necessary to assure them that a
message was understood as was intend
ed. We often rely upon visual feedback
systems such as facial expressions, head
movements or verbal feedback contained

in comments like "I see" or "uh huh"

to convey understanding.
Receipt of these or similar signals,

however, cannot always be relied upon
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as proof positive of complete understand
ing. Many times the receiver, in an ef
fort to prevent embarrassment when the
message is unclear, may still nod in a-
greement.

A proven method of testing complete
transfer of information is to ask the re

ceiver to repeat or rephrase the instruc
tions as given. When testing understand
ing this way, be careful to use open-end
ed questions—those which cannot be
answered with a "yes" or "no."
When the receiver states his or her

interpretation of the message, the sender
can determine if the message was under
stood as intended.

You don't need to repeat this process
every time you send a message. How
ever, if you use it occasionally you'll
encourage the receiver to listen more
carefully and clarify any misunderstand
ings.

Summary
Managers are called upon daily to use

their communication skills in planning,
controlling, directing and staffing. They
must give complete instructions, outline
realistic objectives, listen effectively and
speak clearly if breakdowns in the com
munication process are to be kept to a
minimum.

Of course it requires commitment and
practice but by following the basic prin
ciples outlined below, managers can be
reasonably sure their communications
will produce results they expect:
• Think through your purpose
• Use simple and precise words
• Present ideas in logical order
• Select the appropriate channel
• Motivate the listener

• Obtain feedback

These principles should help the
machinery of communications run
smoothly, ilr

Paul B. Thornton

has held positions in
marketing, production
and personnel. Prior to
his business experience
he was a college teacher
and held the position of
Assistant Professor of

Psychology.
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and development.

Paul J. LeVarge
has extensive experience
as a personnel general-
ist with specialized as
signment in the areas of
employment, compensa
tion and benefits, labor
relations and training

18



VERBAL SKILL IS ONLY ONE OE THE MANY PROPS

IN A GOOD COMMUNICATOR'S BAG OF TRICKS.

Your Ims^e as a Public Speaker
by Kathleen Bishop, CTM

You are standing in
front of a group
of people ready

to begin your presen
tation. As you
glance around the
room you see all
sorts of unfami

liar faces

staring back
at you. \bur
heart is rac

ing and
your palms
are clam

my. Your
mind is

rushing
through
all the

things you
learned at

Toastmasters

while you
are trying
desperately to re
member the first

line of your speech.
Does this scenario

sound familiar? Are you
ever really sure when
you approach the lectern
that you are following
protocol? Are your
communication skills up
to par and what areas
could stand to be im

proved?
Being an effective speaker does not simply mean master

ing the skill of standing before a group and saying what's
on your mind. Verbal skill is only one of the many things
in a good communicator's bag of tricks.

Personal Appearance
It has been said, "You never get a second chance to

make a first impression." That being true, your personal
appearance is a vital part of your effectiveness as a speaker.

Before you leave the house to make your next presenta
tion stand in front of a full-length mirror and take a good
look at yourself. What do you see? Check your posture.
Are you standing up straight and tall and presenting an
image of authority and self-confidence or are you slouching

\
//

\

V

%

and lifeless?

Be aware of your
clothes and personal ap
pearance. Are your
clothes clean and press
ed? Are you freshly
bathed? Are your hair
and nails cletin and man

icured? Do you need to
gain or lose some weight
to present a more pro

fessional and self-assured

appetirance?
Because television

has made such an

impression on the
American public
we have become a

visual society. We
believe that "what

you see is what
you get." Persontd
grooming is one
good way to assure
that you start off on
the right foot and
give a positive first
impression.

Voice

The second thing
people will notice
about you is your
voice. From the mo

ment you open your

mouth to speak you
can either win or

lose your audience.
Winning them and

getting their undivided attention, right from the start, is
what you are working for at Toastmasters.
To help you improve your speaking voice you must

hear what you sound like to other people. The next time
you give a presentation bring a tape recorder and have
someone record you. At home play back the recording
and listen for several things.

Is your voice so soft that people in the back of the room
have to strain to hear you or so loud that people in the
front of the room are taken aback? Check it for pitch,
tone and inflection. Are you lulling the audience to sleep
with a monotone voice or is your pitch so high you could
break a crystal goblet?
No one likes the way their voice sounds on a tape rec-
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order so it is a good idea to have some
one else listen to your tape a few times
and critique your vocal qualities.
Be aware of your vocal assets and

faults and work to improve them. Give
your audience a voice that is interesting
and pleasing to listen to.

Body Language
Often times your body language re

veals your true feelings. Learn to be
aware of what you are saying with your
body and you will be a more effective
and believable speaker.
You will give your true feelings away

if during your presentation your voice is
loud and assertive, yet your eyes are cast
downward and your hands are hanging
limply at your sides. When asserting
yourself vocally your eye contact should
be steady and strong. Your hand ges
tures should be appropriate to your
words; they should add emphasis to
word meanings.
When you are practicing your speech

at home have a friend or ftimily member
watch and tell you when your body lan
guage is not conveying what your words
and voice are trying to say.

Mental/Emotional

When you stand up to give a presen
tation at a business meeting or town
council there will be times when audi

ence members are on the other side of

the issue. It is not easy to address a
hostile audience and it takes special
skill and talent to keep your emotional
cool in those situations.

However, if you desire to be an effec
tive communicator you must learn to
speak in all kinds of situations, friendly
as well as unfriendly. As the speaker,
you should always be considerate and
aware of other people's feelings and opi
nions, even when they do not agree with
yours.

Under no circumstances should you
ever bust into a fit of rage or anger in
front of your audience. It is not only
unprofessional, but you will instantly
lose your audience, even those people
who may at one point have been in a-
greement with you.

Credibility is also important to every
speaker. The audience deserves to get
the best possible presentation you can
provide. The information you dissemi
nate should be accurate and truthful, and
when you quote someone remember to
attribute. You never know when some

one in the audience may have heard the
speech, statement or thought before
and may recognize it as someone else's
materizd.

Be sure to speak on subjects you have
mastered and feel confident with. Your

reputation as a speaker/communicator
will follow you the rest of your life. It's

up to you whether it will be a good rep
utation or a bad one.

By participating in Table Topics you
can learn how to organize your thoughts
on the spur of the moment and follow
through with a thought from beginning
to end. When necessary, let your natural
intelligence or instincts take charge. By

Look and sound
LIKE YOU KNOW

WHAT YOU MEAN.

weaving your own life experiences into
your speech or presentation you can
make a dry or technical presentation
more interesting and enjoyable.

Besides using your life experiences,
keep up to date on other people's experi
ences by being well-read. It is not only
important to keep up to date with cur
rent events and your area of expertise,
but you should make sure you have a
good working knowledge of the English
language, and that you put it to use.
Once you stand up in front of that

audience, whether it's at a small busi

ness meeting at work or a major gather
ing at the local union hall, show enthu
siasm about your subject matter and let
the audience know that you care about
them as human beings. Learn to relate
to them and refer to the members of the

audience during your speech.
Before you begin your presentation,

acquaint yourself with several people
in the audience and use their names

during your talk. If your presentation
includes audience participation call on
audience members by naune to ask their
opinions or thoughts on your topic.
Let your audience know you have pre
pared this presentation with them in
mind and that they are the most impor
tant people to you.
Showing disinterest or making state

ments that indicate you do not know
who your audience really is cam be very
dangerous. For one thing you will never
get invited back to make a second pre
sentation and you'll be lucky if you don't
get thrown right off the stage.
Be an asset to your Toastmasters club.

Represent them and yourself in the best
manner possible. Credibility, honesty
and enthusiasm about your subject mat
ter will make you a well-respected and
sought-after speaker.

Speech Preparation
The last thing for you to think about

when honing your skills as a public
speaker is the speech itself. Writing your

HE TOASTMASTER/MARCH 19

presentation will be easy after all the
rest. Once you look and sound like you
know what you mean, people will
begin to believe what you say.

Begin your speech preparation by
learning all you can about your audi
ence. Next write a theme and objective
for your presentation. Once you have
these thoughts clearly in your mind
and on paper, create your speech with
an exciting opening, concise body and
gripping close.
Use colorful and descriptive language

to get your point across. Don't beat
around the bush; instead say what you
mean and try to avoid extremely tech
nical terminology, slang or jargon. For
a change of pace use some audiovisual
aids or demonstrations during your pre
sentation.

Spend time practicing your speech so
it flows smoothly and try to get someone
to listen to you at least once. Getting an
outside opinion of how it sounds can be
very helpful. Ask someone to give you
a written critique so you can review it
at your own pace and make any changes
necessary to improve your presentation.
And lastly, write a short, concise in

troduction of yourself and give it to the
person who will be introducing you. A
poor introduction or no introduction at
all can ruin a well-prepared speech.

Conclusion

Your audience can only see what you
allow them to see. Begin today to work
on improving your image as a public
speaker by reviewing and itemizing your
attributes and faults. Then start work

ing toward turning those faults into
assets. You can be a successful commu

nicator and respected orator in your
community, on the job and at Toast-
masters.

A good communicator is not just the
person who writes the best speech. Gom-
munication is a complex giving and re
ceiving of messages which requires the
whole person—body, mind and soul.
Unless you are willing to share all those
things with your audience your commu
nication skills will lack the ingredients
that can propel you to success.

Kathleen Bishop,
CTM, is Treasurer of
Plantation Toastmas

ters Club 2582-47 and

Area 23 Council Secre

tary. She is a profes
sional speaker and
trainer specializing in

motivation, communication and image. She
is also a member of the National Speakers
Association and Secretary of the Florida
Speakers Association.
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THE 28th PRESIDENT OF THE U.S., WOODROW
WILSON WAS NOT A CHARISMATIC ORATOR, BUT

WAS A POWERFUL MASTER OF WORDS.

Wbodrow Wilson: Word Wizard
by Paul J. Cathey, ATM

If you study the austere, pinched
face of Thomas Woodrow Wilson

you would scarcely visualize him
as a dramatic, charismatic speaker. He
looked like what he was—the intellec

tual, cold schoolmaster who broke his
heart and his body trying to get America
into his idealistic League of Nations.

Yet, surprisingly, the United States'
28th President (1912-1920) was a com
manding speaker, a wizard with words
who interspersed his talks with dry
Scottish humor trnd the limerick rhymes
he loved.

The son of a long-winded Presbyte
rian minister, Woodrow grew up with
his father's love of language and verbal
expression. As a youth Wilson worked
hard to become the best speaker—if not
the best orator—he could be. It was

words and the ideas they expressed that
attracted him.

In Thomas Woodrow Wilson—A Psy
chological Study, by Sigmund Freud and
William C. BuUitt, the authors explain,
"His father had given Woodrow a con
centration of interest in speech. All his
life he had the same concentration. He

always did badly in studies unless they
were connected with speech. To learn
enough about a subject to make a sfseech
about it was his objective. If a subject
was somehow connected with speech,
he did well. . .

"He took no interest in mathematics,

science, art or music—except in singing
himself, a form of speaking. . . the use
of his vocal chords was to him insepara
ble from thinking."

Wilson and Toastmasters

What can Wilson and his speeches
teach Toastmasters? Certainly much a-
bout choosing the right words and using
them effectively. And we can leam much
from him about how to package and
present complex, intellectual material
in a smooth, effective manner.

Wilson's speaking career—and life—
contained many events Toastmasters can
identify with. For instance, debating
and parlicimentary procedure, important
parts of the Toastmasters program,
were more than an interest for Woodrow

Wilson. They were a vital part of his
speech training.
As a youngster he insisted a boy's

THE

baseball club follow Robert's Rules of

Order in its meetings. In his first year
at Princeton University he joined a de
bating club, writing its constitution. On
one occasion he refused to take part in
a mock contest because he would have

to support a side against his convictions!
To perfect his speaking abilities,

young Wilson walked in the woods at
Princeton and delivered Edmund Burke's

orations to the trees. He stood in front

of his mirror, just as Toastmasters often
do, and practiced gestures. When he
returned home for vacations or holidays
he went into his father's pulpit and to
an empty church delivered the speeches
of Demosthenes, Patrick Henry, Daniel
Webster, John Bright and William
Gladstone.

At the University of Virginia he also
joined debating societies, and was chosen
president of one of them. And at Johns
Hopkins, where he obtained his doctor
ate in government, he drew up a consti
tution for a debating society modeled
on the British House of Commons.
TOASTMASTER/ MARCH 19 8 5

Says Arthur Walworth in his book
Woodrow Wilson, "At Virginia there
were two competing debating societies,
the Washingtonian and the Jeffersonian.
Wilson joined the 'Old Jeff.' Here he
could indulge freely in debate. Immedi
ately he attracted his fellows by suggest
ing lively subjects for argument, fresh
themes that were of current concern to

the man in the street, issues that were
being aired in the press, topics on
which he had thought much himself."

But there is little to be learned from

Wilson about dynamic delivery, strong
gestures and vibrant vocal variety. Words
were the magnetic lodestone that attract
ed Wilson throughout his life. And while
Wilson inherited his love of speech from
his father, father and son continually
conflicted.

Joseph Ruggles Wilson wanted his
son to become a minister. Woodrow

didn't see it that way. The field of poli
tics was his first love. And, according
to his biographers, all his life Woodrow
was both pleasing his father by speaking
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and defying him by turning his back
on the ministry.

An Enigma
Woodrow Wilson was an enigma in

his speaking relationships. With his
family he was relaxed and humorous.
With small groups and in one-on-one
political situations he was cold, unbend
ing and colorless. But from the lectern
before large groups he was highly effec
tive.

In a special issue on the American
presidents, Time magazine commented
on Wilson's dichotomy this way: "From
the protection of the podium, he could
move men deeply, and with his own
family and a handful of intimates (he
never had more than a few), he could
be charming, tender and totally without
stiffness.

"He liked to dance jigs, sing music-
hall melodies, recite nonsense rhymes
and limericks, tell dialect stories. He
loved the common man sincerely in the
abstract; it was actual contact with him
that he shrank from. Wilson put it this
way: 'No man would, on account of my
Scotch physiognomy, ever familiarly
slap me on the back in a hail-fellow-
well-met way. I should hate it.'

Reflecting on this Wilson wrote a
friend, "I have a sense of power in
dealing with men collectively which I do
not always feel in dealing with them
singly. In the former case the pride of
reserve does not stand in my way as it
does in the latter. One feels no sacrifice

of pride necessary in courting the favor
of an assembly of men such as he would
have to make in seeking to please one
man."

His daughter, Mrs. Eleanor McAdoo
commented, "As I search for my ear
liest impressions of father, I realize I was
conscious of him as a voice, laughing,
singing, explaining things; he stirred a
sense of beauty in me, and gave me a
vague but warm sense of protection and
security."

In his book Masters of Speech—Por
traits of Fifteen American Orators, Ed

gar Dewitt Jones devotes a chapter to
Wilson, with views such as, "He was
fond of reading out loud, and the mem-

T H

His vocabulary was possibly
THE LARGEST OF ANY MAN IN

AMERICAN PUBLIC LIFE.

bers of the household loved to listen to

the music of his voice, so rich and im

pressive of timbre. He read poetry with
understanding and with the right inflec
tions. He knew how to interpret a word
by the appropriate emphasis and he
could shade or color a meaning to a
nicety."

The Political Path

Because of his father's ministry, it is
easy to see why the spoken word fasci
nated him. But why did he decide to
employ it in the political arena?

Like his own father, his mother's fa

ther was also a Presbyterian minister.
Therefore in 1875 Wilson entered

Princeton University more or less com
mitted to a career in the church. But in

his sophomore year this focus was
abruptly changed.

Say Freud and Bullitt, "One day he
happened to draw from the library a
bound volume of the English Gentle
man's Magazine. In one issue he found
an article entitled 'The Orator'. . .the

article described the orators in the House

of Commons praising especially William
Gladstone and John Bright. . It lauded'
Bright's moral earnestness and conclud
ed, 'To an orator this atmosphere of
sincerity and honest conviction is a
mightly power!'
"Tommy Wilson read the article, and

at once felt that he was like Gladstone

and Bright. He, too, could debate with
moral earnestness. He would lead men

by his oratory.
"He would conquer the world by his

moral earnestness and his choice of

words and gestures. At once he wrote
his father, announcing he had found at
last that he had a mind."

And while his father and mother read

this news with displeasure, their son
was sitting in his room at Princeton
writing out visiting cards inscribed
E  TOASTMASTER/MARCH 19

Thomas Woodrow Wilson, Senator from
Virginia.

His route to the White House was

not through the Senate, however. His
career journey led from President of
Princeton to Governor of New Jersey
and finally to U.S. President in 1912,
in a victory over two great orators,
William Jennings Bryan and Theodore
Roosevelt.

A Rhetorician

But ironically Wilson was no orator.
He lacked the enthusiasm, the fire, the
booming voice of Bryan or Wilson's own
great idol, William Gladstone. DeWitt
Jones labels Wilson a "rhetoricitin" and
adds, "To be an orator of the first
rank requires a commanding presence,
an impressive voice, a magnetic person
ality and something of the actor's talent.
"The chief stock of a rhetorician is

his mastery of words and gift of epi
gram. . .In the sense that (W. Jennings)
Bryan and (Daniel) Webster were ora
tors, Wilson was not. He was not a nat
ural orator with whom public speaking
was the first and greatest gift.
"Unless he was the spokesman in

some national crisis, Mr. Wilson was

not an orator for the masses. He was

too intellectual, his diction too finely
graded.
" . . .In order to popularize the gift of

eloquence a speaker must unbend and
let himself go. . .Mr. Wilson would not
as a rule do this, and it is doubtful if he
could. . . He could not address an audi

ence on any subject at any time and
hold them spellbound, a trick that the
natural orator can always do."

Yet, having said this, Jones adds,
"His speeches depended for their effec
tiveness upon their content, although
their style was always distinctive and
they were delivered with something of
the grand air. Also, it should be said
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of Wilson that he rarely made a dull
speech and was seldom guilty of a pla
titude."

Wilson's Style
What were the chief attributes of Wil

son's style? Says DeWitt Jones, "His
presence was good, though not extraor
dinary. He was about six feet in height,
slender, of dignified and aristocratic
bearing. His face was not handsome,
but it was strong and distinguished, par
ticularly the forehead and the nose.
"The jaw was long and lean, suggest

ing that feature of Andrew Jackson. He
stood perfectly at ease before an audi
ence, gesturing not often but appropri
ately. The Wilson voice was not of
great volume, nor especially musical,
but it was strong, flexible, cultivated
and pleasing. It usually served him well.
His audience heard him without difficul

ty. It was a good voice without being
notable..."

Although his appearance belied it,
Wilson's humor came through at public
moments. In 1912, while running for
U.S. President, he recited his favorite
limerick for an audience in Illinois:

For beauty I am not a star.
There are others more handsome by
far;

But my face I don't mind it.
For I am behind it;

It's the people in front that I jar.
"Wilson's vocabulary was distinctive

and unusually large—possibly the Itirgest
of any man in American public life.
Certainly he was a connoisseur of words.
Frequently he used new and unfamiliar
words or old words in a new way," says
DeWitt Jones.
As a phrase-maker he was outstand

ing. Consider these: "The world must
be made safe for democracy. Washing
ton gave America her liberty; Lincoln's
gift was the heart. There is a tide run
ning in the hearts of men. But the right
is more precious than the peace. Open
covenants of peace openly arrived at."

Repetition of key words and phrases
has been a hallmark of speakers since
oratory began. Wilson did not neglect
it. In a tribute he paid to his grand-

T H

parents in a church in England he used
the word "remember" four times and

the word "remembering" once in the
span of three sentences.

Note the effective use of "importeince"
in a speech given in 1919: "Compared
with the importance of America, the
importance of the Democratic party, the
importance of every other party is ab
solutely negligible."
He concluded his first inaugural ad

dress in 1913 this way: "This is a day
of triumph; it is a day of dedication.
Here muster, not the forces of party,
but the forces of humanity. Men's hearts
wait upon us; men's lives hang in the
balance; men's hopes call upon us to
say what we will do. Who shall live up
to the great trust? Who dares fail to
try? I summon all honest men, all pa
triotic, all forward-looking men to my
side. God helping me, I will not fail
them, if they will but counsel and sus
tain me!"

The Message He Left
The final measure of any spetiker de

pends on the message he leaves—or
neglects to leave—in the minds of his
audience. DeWitt Jones sums up Wil
son in this fashion: "The eight years
of his occupancy of the White House
gave him his place in the sun as an
orator of the first rank. As a spokesman
of the allied hosts against the central
powers in World War I, Wilson's words
marched in battle and were as deadly as
torpedoes.
"In truth, no President has left a

more opulent legacy of speeches on both
domestic and international subjects than
has Woodrow Wilson."

Paul J. Cathey,
ATM, is a member of
Independence Club
1907-38 and a former
District 38 Governor.

A retired business editor,

he is now a freelance
writer. A Toastmaster

since 1958, Mr. Cathey has written 22 ar
ticles for The Toastmaster magazine.
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WORLD'S LARGEST SELECTION OF
MEETING AIDS & PRESENTATION SUPPLIES

• Custom 35mm Slides
• Stock Slides and Slide Sets
• Custom & Stock Overtieads
• Slide Filing Systems
• Projectors & Accessories
• Light Tables & Viewers
• Video Furniture & Supplies
• Slide & Fllmstiip Duplication

Hundreds of items available. Quick, expert
assistance by mail or ptione.
Send tor a FREE 40-Page, Full-Color Catalog

Name-

Company -

Atjdress —

City _

-Zip- -Telephone .

Visual Horizons, 180 Metro Park
Rochester, NY 14623-2666 (716) 424-5300

BRING A

FRIEND TO
TOASTMASTERS!

Just think — if every member of
your club were to sponsor one new
member this year, your club would
double in size!
And there's no better time for your

club to grow than during Toast-
masters ' A pril-May membership
campaign, Get Into Action. By add
ing new members during these
months, your club will not only
grow bigger, stronger and better —
it can also earn special recognition.
Every club that adds five or more

new members during Aprii and fJay
wili receive a "Get Into A ctlon"
banner ribbon. Those adding 10 or
more new members wiii be mailed a
Best Speaker" trophy. In addition,
the top club in each district will be
presented with a "top club" ribbon.
So don't hesitate... Get Into

Action! Teli a friend about the bene
fits of Toastmasters, then invite him
or her to your club's next meeting.

8
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Practically everybody complains a-
bout not having enough time.
"If I just had a couple of more

hours every day, I could keep up with
what I need to do."

"Gosh, I'm sorry that report isn't
ready yet, but time ran out on me."

"This is an awful week. I've got too
much to do, and too little time to get
everything done."
"I should have written that letter two

weeks ago, but I never had a spare
minute."

Sound familiar? Probably so. But un
fortunately, the majority of us handle
time the way Mark Twain said people
handle the weather—always complaining
about it, but doing nothing to solve the
problem.
Yet with just a little effort you can

reduce your time-related problems con

siderably. In your professional, social
and personal lives, attention to a few
simple techniques will improve time
management very visibly. Thousands of
hurried and harried individuals have

done this—and so can you.
Undoubtedly you've read some of the

standard hints about planning and set
ting priorities and keeping systematic
records of where your time goes. In
addition to those widely-accepted guide
lines, I recommend you try several more
specific steps for gaining control of the
clock and the calendar.

I refer to my less publicized habit-
changers as "ten tips on time." Let's
consider them now.

(1.) Avoid Long Lines
Waiting in line wastes time. So avoid

long lines through simple planning.
Do you visit the baink late on Friday?

If so, sometimes you waste thirty min-
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START HAVING THE TIME OF YOUR LIFE IN

THE RICHEST SENSE OF THAT PHRASE. . .

Have the

m

of Your Life

;es waiting behind six or more people,
our lunch hour isn't advisable. Too

lany other people choose the same time,
dp Monday mornings too. Less crowd-
1 times cu-e mid-morning or afternoons
a most other days. Or consider using
atomatic teller stations, where there's

sually no line.
When do you pay taxes or get your

ir registration tags? Don't tackle these
lores the first or last week of the

lonth, but in between. Remember, han-
le this by mail when you can.
Think about other lines you may have
) wait in: at groceries, ticket counters,
jstaurants. There's a "prime time"
) be there, so find out when that is.
ou're managing your time well when
ou are "out of line."

2.) Use Your Waiting Time
However, since it's not possible to

liminate waiting time entirely, we need
1 learn to use waiting time constructive-
f-

Recently a lady complained that she
nd others had wasted two-and-a-half

lOurs waiting for a doctor's appoint-
nent. She was upset because for each
latient 150 minutes were totally nonpro-
luctive.

I wanted to ask her, "Was the com-

ilete waste of that time unavoidable?"

llould she and the people around her
lave done something besides flip through
)ld magazines and chat about how long

by Dr. William Lampton

each of them had been delayed?
Of course there were options. First,

they could have predicted from experi
ence there would be some waiting time,
and second, brought along items that
needed their attention.

In two-and-a-half hours you could read
100 pages in a book, finish a classwork
assignment, write letters, prepare for the
next day's meeting or read a professional
publication.
Keep this suggestion in mind. Don't

let waiting time equal wasting time. Plan
ahead, then move ahead, while others
around you are falling behind.

(3.) Work While Traveling
Those whose jobs involve travel say

frequently, "My road time keeps me
way behind on paperwork, planning and
learning." Yet this doesn't have to be
the case. We can use our transit time

instead of losing it.
Traveling alone by car provides an

excellent opportunity to catch up on
your dictation. Salespeople can dictate
reports of sales calls just completed be
fore they forget important details.
Or drivers can listen to recorded in

structional tapes. Recently I bought the
recordings of two conference sessions I
had missed, then listened to them during
my next three-hour car trip.
You can be productive even when

you're traveling with others, discussing

future projects or sharing ideas. The
passenger jots down notes.
On commercial airlines, you're free

to read, study materials stored in your
briefcase and write letters or memos.

Clearly, while you "keep on trucking"
you can keep on working.

(4.) Use the Telephone Wisely
The monthly long-distance telephone

bill shocks us. I'm convinced that we'd

tdso be shocked by a statement showing
the time spent on local calls, and how
heavily this has cost us in wasted min
utes.

So consider these steps toward greater
telephone efficiency:
• Keep a list of frequently called

numbers handy, so you won't have
to look them up.

• Outline what you intend to discuss.
This reduces rambling.

• Collect materials you'll need to re
fer to, instead of finding them while
you talk.

• When a secretary says, "Will you
hold, please" reply with, "I'll just
leave my name and number for a
return call."

• Don't accept calls when you're
working on a tough project. Inter
ruptions destroy concentration. Say
you'll call back later.

• Learn to end conversations tactfully.
Try saying, "Thanks, I'll check
with you again on this."
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• Take notes while you talk, so you
won't forget what was said during
the time you consumed.

(5.) Learn to Say No
The musical Oklahoma included a

song that complained, "I'm just a girl

need it? Surprisingly, that's possible in
certain cases.

Larry, a busy Kentucky banker, did
Just that. Late one afternoon, he said
he had already flown to Chicago and
back that day and had concluded a
major financial deal. Larry commented

Try the 'swiss cheese' approach
TO PUNCH HOLES IN OVER WHELM-

INC PROJECTS.

who can't say no, I'm in a terrible fix."
The lyrics offer excellent advice. To con
trol our time well, we must learn to say
NO—to decline some attractive requests
for our involvement.

People will ask you to serve on a com
mittee, join a civic club or play bridge.
If you accept all these invitations, you'll
resemble the fictional character who

"mounted his horse and rode off in all

directions."

Fortunately, most people will gracious
ly accept your reply that you "have a
previous commitment and can't do that
today." You can even tell your boss,
"No, I can't finish that report today
because of my afternoon meeting."
No isn't just negative. No declares

positively that you control your hours
and days.

(6.) Borrow Time from Yourself
You can borrow time from yourself.

Think about that. We have certain

blocks of time we call our own: the

lunch hour; late in the afternoon after

work; the evening, when we watch TV
or read. We consider the weekend our

special private time. And of course we
reserve time for sleep.

I advise you to list these hours you
control. Then list some desired activities

you haven't been able to do. Examples:
• The new recipes you want to try

making;
• The books or magazines you haven't

read;

• The letters you didn't write.
Now, decide what's most important—

maintaining all your uncommitted time,
or completing some items on the "wish
list." You may decide to stay after work
an hour or set your alarm an hour ear
lier to accomplish something extra.
Someday you can pay this borrowed

time back to yourself by ending your
duties an hour earlier or sleeping an
hour longer.

(7.) Buy Extra Time
Can you purchase time when you

that though his trip was costlier than a
car trip, he had used the time he had
"purchased" to transact some other im
portant matters in his home bank.

If you're a student (as many people
beyond traditional college age are) what
happens when you need your term paper
typed? Do you do it yourself, or pay
someone to type it for you? If you hire
a rapid typist, you'll save 100 percent
of your time by spending a few dollars.

Often the cost of a long-distance call is
worth the time you gain. And the price
of a babysitter frees you to accomplish
what you couldn't at home.
The old adage, "time means money"

is correct. With a little thought, you can
also turn your money into time.

(8.) Overcome Procrastination
Procrastination ranks among the dead

liest time-wasters. How do we defeat

this habit? Two simple steps will help.
First, write down a description of the

required action in enough detail to divide
it into manageable portions. One writer
calls this a "swiss cheese approach." You
don't attempt the entire job all at once—
you "punch holes in it" and reduce it
to bite-size pieces.

Second, select a starting point: an ac
tivity that is rather elementary, pleasant
or interesting can be accomplished quick
ly, and will have visible results. This
encourages you to get going. And start
ing with an attainable project builds
confidence.

If you can't make yourself iron the
clothes today, at least stack them. If
your schedule won't allow six phone
calls, then jot down the names and
numbers for tomorrow.

one) we can't solve a problem or pro
mote a project. I disagree! I suggest that
we can eliminate numerous meetings.
One way is to make a decision our

selves. Often we might find that the
group we were supposed to meet with
would trust our judgement, and in fact
appreciate our time-saving initiative. Or
we could call together only top executive
officers. In most cases, other members

won't mind. Also, we could get the
group's opinion another way, through
a few telephone calls or a short question
naire.

I wish more people would start saving
time this way. Until they do, I'll hear
secretaries say, "No, he can't return
your call today, he's in a meeting." And
probably when he returns my call tomor
row morning, I'll be in one too!

(10.) Reserve Free Time
Because time management consultants

recommend working out a thorough daily
schedule, some of us respond by schedul
ing our days too tightly. Predictably,
that schedule becomes obsolete quickly
and we run 30 minutes or more behind.

Recently a successful manager told me
he knows it isn't possible to control
every working minute. He expects peo
ple will drop in. Phone calls will con
sume additional minutes. His boss might
call him into a conference. So he refrains

from booking every hour of the day.
This way, he can adjust to interruptions.
Remember, too, you can't always

judge precisely how long events will
take. The anticipated half-hour conver
sation stretches to 45 minutes or the trip
across town takes 10 extra minutes be

cause of heavy traffic.
So try scheduling only 75 percent of

your time. Invariably the other 25 per
cent will fill up quite profitably.

Time of Your Life

In closing, I'll quote Benjamin Frank
lin, who asked, "Dost thou value life?"
Then he answered his own question:
"Then do not squander time, for that
is the stuff life is made of.''

These ten tips wiU help you overcome
time-squandering. Stated more positive
ly, they will enable you to become a
time-finder. Then you can start having
the "time of your life" in the richest
sense of that phrase. ^

(9.) Eliminate Useless Meetings
A friend sent me a sign that says,

"Too many meetings are held for no
other reason than it's been a month

since the last one."

That reflects what I call our "mania

for meetings." We assume that unless
we hold a meeting (and usually a long
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■HALfFAMe,
DTMs

Congratulations to these Toastmasters who have
received the Distinguished Toastmaster certificate,
Toastmasters International's highest recognition.
Jack M. Buce
Willingford 252-2, Seattle, WA

A. J. Richter
Los Nortenos 557-3, Tucson, AZ

Glen R. Shake
West Valley Orators 107-4, San Jose, CA

John Marshall
Orbiters 2943-4, Sunnyvale, CA

George E. Deliduka
Sunrisers 2140-6, Crystal, MN

Willie Summerville
Webster Groves 461-8, St, Louis, MO

Patricia Murphy
Lewis-Clark 369-9, Lewiston, ID

Barbara L. Gryctko
Pioneer 17-11, Indianapolis, IN

Barbara J. Romaine
Goshen 2549-11, Goshen, IN

Tom Lasbury
Calumet 3313-11, Highland, IN

Richard J. Parish
North Hills 2472-13, Pittsburgh, PA

J. C. Barrett
Gwinnett 833-14, Gwinnett County, GA

J. Henly Magee
Dogwood 1901-14, Atlanta, GA

John Hollis Flewelling
Central 3193-16, Oklahoma City, OK
Evelyne Craig
Cranbrook Ladies 731-21, Cranbrook,
B.C., Can

Barbara J. Houghton Escamilla
Business News 281-24, Omaha, NE

Eunice Hendricks
Rail Talkers 3420-24, Omaha, NE

Ernest Dubnicoff
Metro-Speakers 1470-25, Dallas, TX

Brenda Bryan
Front Range 2668-26, Thornton, CO

Martin Soffran
Carousel 5587-26, Burlington, CO

Betty Luback
Park Forest 1717-30, Park Forest, IL

Frank Guyer
Ellsworth Park 2745-30, Downers Grove, IL

James E. Knowles
Ellsworth Park 2745-30, Downers Grove, IL

William E. Barnes
Speech Invaders 4641-31, Milford, MA

Bertel Robert R. Megill
Virginia Advanced Speakers 5378-36, Alex
andria, VA

James S. York
Virginia Advanced Speakers 5378-36, Alex
andria, VA

T. James Segnari
Virginia Advanced Speakers 5378-36, Alex
andria, VA

Greg O'Donoghue
Goldsboro Toastmasters 1496-37, Golds-
boro, NC

Marcia Peters Sydor
Reveilliers 985-39, Sacramento, CA

Philip R. Buehrer
Franklin 524-40, Columbus, OH

Karen G. Thompson
Southwestern 2995-56, Houston, TX

Jack Dunne
Castro Valley 961-57, Castro Valley, CA

Betty M. Benton
Palmetto 2070-58, Greenville, SC

Murray D. Smith
Meridian 1220-60, Toronto, Ont., Can

Frank Paul Stokl
Ambitious City 1586-60, Hamilton, Ont.,
Can

Sandra Williamson
Forest City 2729-69, London, Ont., Can

Dennis M. Hand
Zac-Bak Silver Tongues 5200-68, Baker,
LA

Thomas Clancy
Tropic City 2987-60, Townsville, Qld., Aust

Roy B. Potter
Kings Langley 4875-70, Seven Hills,
N.S.W., Aust

Bruce Major Ram
Hamilton 1893-72, Hamilton, NZ

Norman Anthony Snape
Protea 2132-74, Port Elizabeth, RSA

ATM SILVGR
Congratulations to these Toastmasters who have
received the Able Toastmaster Silver certificate of
achievement.

James C. Casterline
Fillibusters 1262-7, Portland, OR

Michael A. Moone
Same Fe 4273-1, Los Angeles, CA

ATM BRONZE
Congratulations to these Toastmasters who have
received the Able Toastmaster Bronze certificate of
achievement.

Vic Larson
Beach Cities 3921-1, Manhattan Beach, CA

Ralph B. McKenzie
Superstition 73-3, Mesa, AZ

David J. Guyot
AC Earlyrisers 3646-6, Robbinsdale, MN

James W. Shorr
Portland 31-7, Portland, OR

Jack W. Stell
Tumbleweed 916-9, Pasco, WA

Phoebe J. Revelle
Indian Meridian 2361-16, Oklahoma City,
OK

Marilyn Georgena Bjurman
Telespeakers 2328-21, Burnaby, B.C., Can

R. J. Dickons
Manhattan 2570-22, Manhattan, KS

Dana Edward Snyder
Poets 1024-24, Lincoln. NE

Irwin I. Selig
Colorado Springs 555-26, Colorado Springs,
CO

Robert F. Happel
Ellsworth Park 2745-30, Downers Grove,
IL

George R. McBurl
Virginia Advanced Speakers 5378-36, A.lex-
andria, VA

Melvin E. McGee
Virginia Advanced Speakers 5378-36, Alex
andria, VA

Michael L. Wardinski
Virginia Advanced Speakers 5378-36, Alex
andria, VA

George D. Byrne
TM of Westfield 3187-46, Westfield, NJ

Richard C. Williams
Poughkeepsie 921-53, Poughkeepsie, NY

ATMs
Congratulations to these Toastmasters who have
received the Able Toastmasters certificate of
achievement.

Celesta M. Busch
Rancho Cucamonga 5247-F, Rancho Cuca-
monga, CA
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Janet G. Hawken
Successmasters 4401-2, Seattle, WA

Richard W. Hart

Honeywell Pacesetters 4692-2, Seattle, WA

Edward E. Pope
Voice of Motorola 2083-3, Scottsdale, AZ

Mary Margaret Coombs
Westward Ho 2515-3, Phoenix, AZ

R. Duane Mareh

Cochise 3198-3, Sierra Vista, AZ

George Christian Kern
Saturday Savants 623-5, El Cajon, OA

Milton S. Lysdahl
Christopher 958-6, Minneapolis, MN

Tom Mostyn
Dan Patch 1280-6, Richfield, MN

Armin C. Schroeder

Rochester Suburban 1883-6, Rochester,
MN

Dennis Edward Brown

Sunrisers 2140-6, Crystal, MN

Linn C. Emerick

Sunrisers 2140-6, Crystal, MN

Sherrill Lemmermann

Anoka 2748-6, Anoka, MN

Tom McGraw

New Ulm 4878-6, New Ulm, MN

Nils T. Anderson

Vancouver 353-7, Vancouver, WA

G. B. Lee Barker

Redmond 468-7, Redmond, OR

Nancy Canon
Jackson 2319-7, Medford, OR

Arlene E. Deitz

Prineville 4458-7, Prineville, OR

Connie Harris

Prineville 4458-7, Prineville, OR

William J. Walker
Emerson 592-8, St. Louis, MO

Vernon A. Boeckmann

O'Fallon 994-8, O'Fallon, IL

Lorraine L. Newgent
O'Fallon 994-8, O'Fallon, IL

Roger L. Catron
Belle-Scott 1382-8, Scott Air Force Base,
IL

Dale R. Fitzpatrick
Effingham 4587-8, Effingham, IL

Charles W. Ryan
Bon Mots 5022-9, Spokane, WA

Scott Watson

Pioneer 17-11, Indianapolis, IN

Patricia M. Morrison

Calumet 3313-11, Highland, IN

Mary Joan Farrell
St, Elizabeth Hospital 4564-11, Lafayette,
IN

Max W. Sample
St. Elizabeth Hospital 4564-11, Lafayette,
IN

Stanley Bankowski
John Pournaras Agency 2338-13, Am-
bridge, PA

J. Sandra Mackey
Executive 266-14, Marietta, GA

Wayne W. Warren
Utoy 810-14, Atlanta, GA

Jay Starkman
Gwinnett 833-14, Gwinnett County, GA

Stephen W. Smith
Twin Falls 149-15, Twin Falls, ID

Frances V. Duffield

Golden Spike 1775-15, Salt Lake City, UT

Burt Fairchild

Capitol Hill 709-16, Oklahoma City, OK

John L. Sands
Thunderbird 1566-16, Tulsa, OK

David E. Taylor
Osage 1585-16, Bartlesville, OK

Olvis L. Edwards

Hilltoppers 3046-16, Oklahoma City, OK

Robert T. Roy Jr.
Hilltoppers 3046-16, Oklahoma City, OK

Richard Jacob Frye
Jess Dunn 4105-16, Taft, OK

Garry B. Bennett
Challenger 5301-16, Lexington, OK

Keith L. Patterson

Flyers and Floaters 5467-16, Oklahoma City,
OK

Danyi L. Patterson
Flyers and Floaters 5467-16, Oklahoma City,
OK

Mark B. Slayer
Miles City 239-17, Miles City, MT

Randall G. Knowles

Speakeasy 291-17, Great Falls, MT

Marie Goffredson

Roadrunners 825-17, Broadus, MT

Donalda Ann Bittick

Seventy-Sixers 1376-17, Billings, MT

Jerry L. Bittick
Seventy-Sixers 1376-17, Billings, MT

Sue Tucker

Sunrisers 2269-17, Billings, MT

Gladys M. Whitney
Sunrisers 2269-17, Billings, MT

David L. Bosse

Du Pont 1664-18, Wilmington, DE

R. Brooks Loomis

Kritikos 1686-18, Ft. George G. Meade,
MD

Ann V. Dankulich

Meadeators 1746-18, Ft. George G. Meade,
MD

Donald V. Joy
Woodlawn Security 2929-18, Baltimore,
MD

Allan M. Misch

Woodlawn-Security 2929-18, Baltimore,
MD

Calvin E. Bragg
North Arundel 3442-18, Linthicum, MD

Leonard Robert

Free State 3800-18, Baltimore, MD

Morgan D. Monroe
East Story County 504-19, Nevada, IA

Geraldine Schulty
Washington 1089-19, Washington, lA

Virginia Lee Johnson
Capital 1412-19, Mason City, lA

Catherine 1. Hockett

Marshalltown 1857-19, Marshalltown, lA

Nancy Joanne Weilerenner
Centerville 2190-19, Centerville, lA

Madeline L. Kaloides

Greater Des Moines 3049-19, Des Moines,

lA

John Randolph Gambrill
Veterans Admin. Medical Center 4680-19,
Des Moines, lA

Gary R. Gross
Bismarck 717-20, Bismarck, ND

Paul Smith

Gate City 759-20, Fargo, ND

Kenneth W. Thompson
Queen Ctiy 1967-20, Dickinson, ND

Ross Olson

Lake Region 4116-20, Devils Lake, ND

Phyllis M. Wood
Victoria Beaver 790-21, Victoria, B.C.,
Can

William Edward Redfern

Telespeakers 2328-21, Burnaby, B.C., Can

Leon F. Mandrake

Surrey 2590-21, Surrey, B.C., Can

Beverly Joseph
Positive Thinkers 3922-21, Vancouver,

B.C., Can
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Carol T. Chinn

Springfield 527-22, Springfield, MO

Ken Beck

St. Joseph 1439-22, Saint Joseph, MO

Dave Redmon

Manhattan 2570-22, Manhattan, KS

Armida Alvarez

Chaparral 1205-23, White Sands Missile
Range, NM

Patricia A. Sanders

Early Bird 2534-23, Albuquerque, NM

R. D. Kulkarni

University Park 2984-23, University Park,
NM

Kathleen Sampson Eastman
Las Cruces 4509-23, Las Cruces, NM

Raymond D. Kosmicki
Cornhuskers 955-24, Omaha, NE

Annette M. Gold

Sunrise 2788-24, Lincoln, NE

Gail I. David

Borderliners 4740-24, Omaha, NE

Eunice M. Newton

Main Tower 3549-25, Dallas, TX

Doris Lee Lockhart

SME TM Dallas 4446-25, Dallas, TX

Donald D. Gibbs

Energetics 536-26, Golden, CO

Dave Cole

Early Risers 784-26, Greeley, CO

Bob Swetzig
Early Risers 784-26, Greeley, CO

Steve Brown

Early Risers 784-26, Greeley, CO

Audrey L. Sargeant
Vanguard 2226-26, Aurora, CO

Albert S. Home

Chatfield 3832-26, Littleton, GO

Denis Coleman

Birmingham 957-28, Birmingham, MI

Roy S. Jones
Monroe 1661-28, Monroe, MI

Salvatore M. Scozzari

Warren 2260-28, Warren, MI

Michael C. Kirk

Westgate 3159-28, Toledo, OH

Walter E. Severhof

Westgate 3159-28, Toledo, OH

David J. Walker
Westgate 3159-28, Toledo, OH

Michael C. Russell

Fostoria 4514-28, Fostoria, OH

J. Don Blundell Jr.
Andrew Jackson 704-29, Niceville, FL

Bill Shipp
Skokie 1608-30, Skokie, IL

Betty Luback
Park Forest 1717-30, Park Forest, IL

William Michael O'Grady
Arlington Heights 1087-30, Arlington
Heights, IL

Lois Jane Arrigo
Speakers Unlimited 3257-30, Deerfield, IL

Dorothy A. Robertson
The Quaker Oats Co. 3766-30, Barrington,
IL

Dick Skinner

Speech Invaders 4641-31, Milford, MA

Betty L. Boyce
Santa Maria 89-33, Santa Maria, CA

John Mantel
Sunshine 1395-33, Modesto, CA

W. Clark Robinson

Phoenix 1369-33, Fresno, CA

Gerald Dominick

Topa Topa 1553-33, Ojai, CA

William R. Longman
High Desert 3647-33, Lancaster, CA

Phil H. Sheridan

High Desert 3647-33, Lancaster, CA

Joseph F. Sabo
Wesco 4622-33, Tacoma, WA

Judith Alsteen
Appleton 1331-35, Appleton, WI

Bonita F. Hulburt

Reedsburg Area 2730-35, Reedsburg, WI

Clinton Williams

Silver Spring 1314-36, Silver Spring, MD

Victor R. Piatt

Vienna 1762-36, Vienna, VA

Freddie T. Johnson
Merchant Mariners 1765-36, Washington,
D.C.

Michael W. Strand

Greater Olney 1999-36, Olney, MD

Fred D. Willis

Greater Olney 1999-36, Olney, MD

Renee Pietrangelo
Helmsmen 2412-36, Arlington, VA

Terrance Lee Flower

Patent Office 2540-36, Arlington, VA

Daniel J. Marsick
DOL Gaveliers 3028-36, Washington, D.C.

John J. Martin
DOL Gaveliers 3028-36, Washington, D.C.

Peter H. Kach

NAVFAC 3396-36, Alexandria, VA

Nancy Thrasher Cherry
NIH 3421-36, Bethesda, MD

Sheue-yann Cheng
NIH 3421-36, Bethesda, MD

George E. Mook
NIH 3421-36, Bethesda, MD

Gerald V. Blessing
NBS 3495-36, Gaithersburg, MD

Jack Joseph Liszka
Xerox 4612-36, Leesburg, VA

James E. York
Monumental Speakers 4307-36,
Washington, D.C.

Claudius H. Moore

West Rowan 2225-37, Cleveland, NC

M. L. Kimball

Western 2451-37, Charlotte, NC

K. P. Lau

Western 2451-37, Charlotte, NC

Richard Reid Norwood

Stanly 3720-37, Albemarle, NC

James J. Bock
Sea N Air 2314-38, Lakehurst, NJ

Dominic J. Rodi
Boardwalk 2677-38, Atlantic City, NJ

Roger B. Lindholm
49ers 1230-39, Sacramento, CA

Mary-Lou Smith
Natoma 2242-39, Sacramento, CA

Carol Simpson Wagner
Timberline 2496-39, Grass Valley, CA

Kenneth Wayne Primrose
Ad Lib 3780-39, Reno, NV

Fred H. Tuttle

Whitehall 3002-40, Columbus, OH

Wendy L. Bachhuber
Ross 3912-40, Columbus, OH

Einar A. Skram

Pierre 1195-41, Pierre, SD

C. Harold Quilliam
Northern Nooners 1084-42, Edmonton,
Alta., Can

Marie King
Friendly City 2479-42, Moose Jaw, Sask.,
Can

Charles Cody Bowie
Ponoka Moose 3430-42, Ponoka, Alta.,
Can
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Lanny R. Coulson
Kingsway 3484-42, Edmonton, Alta,, Can

Myrna Selin
Bridge City 5107-42, Saskatoon, Alta., Can

Robert W. McQuiston
King Cotton 1310-43, Memphis, TN

Mike D. Senter

South Plains 261-44, Lubbock, TX

Charlsie Eubank

Lubbock 884-44, Lubbock, TX

Raymond White
Pop-Up 3165-44, Midland, TX

Charles Secord

Speak-Easy 4747-44, San Angelo, TX

Robert W. Sawyer
Lewiston & Auburn 1741-45, Lewis-

ton, NE

Hadassa Legatt
Talk of the Town 1861-46, Flushing, NY

Joseph F. Cubells
Grumman 3188-46, Bethpage, NY

Kathy Brown
Madison Avenue 4670-46, New York City,
NY

Anita Hayes
Venetian 952-47, Fort Lauderdale, FL

William Hayes
Venetian 952-47, Fort Lauderdale, FL

Neil MacLaren

Venetian 952-47, Fort Lauderdale, FL

Clothe M. P. Lockhart

Action For Achievement 1095-47, Nassau,

Bahamas

Fran Cooley Woll
State Farm 1178-47, Winter Haven, FL

John E. A. Adderley
First Bahamas Branch 1600-47, Nassau,
Bahamas

James A. Barnes
Friendly 3001-47, Ft. Lauderdale, FL

Ellen Wander

Friendly 3001-47, Ft. Lauderdale, FL

Donald L. Wileox

Imperial Polk 3101-47, Winter Haven, FL

R. E. Floyd
County Line 3299-47, Deerfield Beach, FL

James F. Barr
Single Toastmasters 3331-47, Pinellas
County, FL

Russell C. Janson
Tampa Moonshiners 3909-47, Tampa, FL

Jack W. Hall
Wright Brothers 1564-48, Maxwell Air
Force Base, AL

Robert Handel

Blue-Gray 2459-48, Gunter Air Force Base,
AL

Harry Kaanoi Kaneakua Jr.
Kauai 2525-49, Lihue Kauai, HI

Dora M. Hilderbrand

Pacific Trade Center 4404-49, Hono

lulu, HI

Daniel J. Smith Jr.
MWD Watermasters 445-52, Los Angeles,
CA

John H. Green
Santa Clarita Valley 1670-52, Santa Clarita
Valley, CA

Cecilia M. Wanger
Water and Power 3629-52, Los An

geles, CA

Thomas H. Hartt

Youbetwecan 3672-52, Woodland Hills, CA

Matthew Delson

Poughkeepsie 921-53, Poughkeepsie, NY

Edmund T. Trevisani

Uncle Sam 1138-53, Troy, NY

Kathryn A. Sullivan
Sunstrand Blue Blazers 1977-54, Rock-
ford, IL

Edward D. Sabo

Easy Risers 109-56, Houston, TX

Carolyn Dilts Hartland
Speakeasy 2208-56, Houston, TX

Mary Elizabeth Home
Fluor Houston 2963-56, Houston, TX

Gene Harper
Post Oak Persuaders 4037-56, Houston, TX

Dennis W. Young
United Energy 4632-56, Houston, TX

J. Simpson
The Austin Club 4256-56, Austin, TX

Mary B. McCarthy
Los Oradores 5292-56, Austin, TX

Culver Wold

San Leandro 452-57, San Leandro, CA

Dahris Nisely
Mervyn's 4885-57, Hayward, CA

Jesse B. Nunez
Red Bank 2091-58, Charleston, SC

Helen T. Sikes

Red Bank 2091-58, Charleston, SC

H. Carroll Cash

Dolphin 3170-58, Charleston, SC

Jo-Ann T. Arceneaux
Metro 3644-58, Greenville, SC

Michael W. Frensley
Nashville Federal 3834-63, Nashville, TN

Philip E. Russell
Lockport 4759-65, Lockport, NY

W. Howard Cartwright
Hampton Roads 1471-66, Virginia Beach,
VA

Dorothy May Harden
Garden City 3899-69, Toowoomba, Qld.,
Aust

Bruce Steven Goodson

Yokoto Speakers 583-U, Yokoto Air Base,
Japan
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Greg D. Regester
Aurora 750-U, Anchorage, AK

N€WCLUBS
4583-F Cal Fed Filibusters

Rosemead, CA—Thurs., noon, California
Federal Savings & Loan, 1515 Walnut
Grove Ave. (571-3075).

4561-4 Voices of Vadic

Milpitas, CA—Mon., noon, Racal-Vadic,
Inc., 1525 McCarthy Blvd., Training
Room (946-2227).

1392-6 Mac Yawners

Minneapolis, MN—Thurs., 7:15 a.m.,
Minneapolis Athletic Club, 615 Second
Avenue South (870-5404).

4238-7 LaPine

LaPine, OR—LaPine Inn, Highway 97
Foss Rd. (536-1248).

935-9 Seaport
Lewiston, ID—Thurs., noon. Agriculture
Insurance Administrators, Lewis-Clark
Plaza (743-6507).

3345-11 Castleton

Indianapolis, IN—Tues., 7:30 a.m., Aetna
Life & Casualty, 6081 E. 82nd St.

837-18 Chesapeake
Crofton, MD—2nd & 4th Thurs., 7:15
p.m.. Widow Brown's Restaurant, Junction
of Highways 3 and 450 (484-8830).

4730-24 Articulators

Hartington, NE—Mon., 7 p.m., N.P.P.D.
Office, 410 N. Broadway (254-6843).

1530-25 Sohio

Dallas, TX—Wed., 11:35 a.m., Sohio
Petroleum Company, Two Lincoln Centre,
5420 LBJ Hwy., Suite 100 (387-5013).

4015-25 Piano Talkers

Piano, TX—Tues., 7 a.m., Denny's Res
taurant, 1830 N. Central Expressway
(495-4813).

3975-26 Loveland Sweet Talkers

Loveland, CO—Tues., 7:15 p.m., Moore
Realty, 1327 Eisenhower Blvd. (667-4053).

2564-30 Amoco

Naperville, IL—1st & 3rd Thurs., 4:45
p.m., Amoco Research Center, Warrenville
at Mill Road (420-4971).

4647-30 UNICOM

Chicago, IL—2nd & 4th Wed., 11:30 a.m..
United Way, 125 S. Clark St., 13th Fl.
(580-2648).
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4485-30 Glenwood

Glenwood, IL—1st & 3rd Thurs., 7:30
a.m., Glenwood Village Hall, 13 S. Rebecca
St. (755-3800).

4816-31 Communicats

Milford, MA—Tues., 7 p.m., Waters, 34
Maple St. (478-2000, x 2273).

1963-33 Tulare

Tulare, CA—Thurs., 6:45 a.m., Neilsen's
Restaurant, 137 S. "M" (732-2660).

2913-36 DCICPA

Washington, D.C. — 1st & 3rd Mon., 8
a.m., NAS Joseph Henry Bldg., Rm. 240,
2100 Pennsylvania Ave., N.W. (625-4686).

4753-42 First Expressions
St. Paul, Alta., Gan—Tues., 6 p.m., Donald
Hotel (645-2551).

2798-49 West Maui Whaler's

Lahaina, Maui, HI—Wed., noon. Ter
ritorial Savings & Loan, Lahaina Square
(667-6991).

4066-52 Master's of Excellence

Malibu, GA—Wed., 12:15 p.m.. Pepper-
dine University, 24255 Pacific Coast
Highway (456-4395).

3887-53 Silver Tongued Orators
Kingston, NY—1st & 3rd Tues., 6:30
p.m., Edmond's Country Inn, Albany
Avenue (331-8826).

3393-56 Metropolitan Executive
Austin, TX—2nd & 4th Fri., noon, Head-
liners Club (American Bank Building) 221
W. 6th St. (451-7268).

2501-61 Charlesbourg
Charlesbourg, Que., Can—Fri., 7 a.m.,
Sportheque De Charlesbourg, 905 De
Nemours (626-4403).

3796-69 Waterloo Bay
Brisbane, Qld., Aust—1st & 3rd Tues.,
7:30 p.m.. Shire Clerks Cottage, Leisure
Centre, 241 Tingal Rd. (3962712).

5697-69 Main Roads

Brisbane, Qld., Aust—Tues., 12:15 p.m.,
10th Floor of the Main Roads Building,
Boundary Street, Spring Hill (834-2620).

5698-38 Meadowmasters

Newtown Square, PA—Thurs., noon,
ARCO Chemical Company, 3801 W.
Chester Pike (359-2535).

3213-25 Red Eye
Dallas, TX—Thurs., bimonthly, 4:40
p.m., V.A. Medical Center, 4500 S. Lan
caster (298-1768).

5700-31 Infiltrators

Bedford, MA—Wed., 11:59 a.m., Millipore
Corporation, 80 Ashby Rd. (275-9200).

2900-52 Caltrans

Los Angeles, CA—Thurs., 11:30 a.m.,
Ctiltrans, 120 S. Spring St. (620-3750).

5699-U Femenil Fiesta Americana

Guadalajara, Jalisco, Mexico—Thurs., 8
p.m.. Hotel Fiesta Americana (Salon Or-
quidea) Aurelio Aceves (22-67-10).

ANNIVeRSARES

35 Years

Boeing 791-2, Seattle, WA
Springfield 527-22, Springfield, MO
Pueblo 795-26, Pueblo, CO
Cheyenne 798-26, Cheyenne, WY
Jackson 807-62, Jackson, MI

30 Years

Maumee Valley 1637-28, Toledo, OH
Alexandria 1748-36, Alexandria, VA
Sunset-Forum 1735-39, Citrus Heights,
CA

25 Years

Circle-Cee 1036-3, Phoenix, AZ
High-Noon 2072-8, Cape Cirardeau, MO
Pointers 3113-18, Baltimore, MD
Perry Point 3132-18, Perry Point, MD
Greater Des Moines 3049-19, Des Moines,
lA

Noonday 3109-23, Roswell, NM
Burlington 2857-35, Burlington, WI
Agricultural Res. Ctr. 3039-36, Beltsville,
MD

JSC 3116-56, Houston, TX
Burlington 3074-60, Burlington, Ont.,
Can

West Knoxville 3117-63, Knoxville, TN

20 Years

Hiawatha Valley 205-6, Red Wing, MN
Mitre/ESD 2779-31, Bedford, MA
Harnischfeger 3895-35, Milwaukee, WI
Tuesday Nooners 3868-42, Calgary, Alta.,
Can

Pellissippi Pioneers 697-63, Knoxville, TN

15 Years

Speakeasy 3669-F, Pomona, CA
Brookings 3797-41, Brookings, SD
High Noon 2028-43, Jackson, MS
Crossroads 1396-64, Transcona, Man.,
Can

Blacktown City 3378-70, Blacktown,
N.S.W., Aust

Taupo 2441-72, Taupo, NZ
West Gate 3384-U, Port Aux Basques,
New Foundland

10 Years

DCAS-Orators 2214-1, Los Angeles, CA
Firestone 3315-10, Akron, OH

Sandy Springs 3133-14, Sandy Springs,
CA

Bowmen 2161-42, Sherwood Park, Alta.,
Can

Clonakilty 2272-71, Clonakilty, Ireland

TOASTMASTERS IKTERNATIONAL'S

CONFERENCE/CONVENTION

CALENDAR

1985 REGIONAL CONFERENCES

REGION I June 28-29

Hyatt Airport
Oakland, Calif.

REGION II JUNE 21-22

Irvine Marriott

Irvine, Calif.

REGION III JUNE 28-29

Marrlotf Austin

Austin, Texas

REGION IV JUNE 14-15

Howard Jotinson's

Rapid City, S. Dakota

REGION V JUNE 7-8

Excelsior Hotel

Little Rock, Ark.

REGION VI JUNE 21-22

Holiday Inn
MIddleburg Helghits, Ohio

REGION VII JUNE 14-15

Stouffer's Valley Forge
Valley Forge, Penn.

REGION VIII JUNE 7-8

Princess Hotel

Freeport/Lucaya
Grand Batiama Island

1985 INTERNATIONAL CONVENTION

HYATT REGENCY-OHIO CENTER

AUG. 20-24

Columbus, Ohio

1986 INTERNATIONAL CONVENTION
MGM GRAND HOTEL

AUG. 26-30

Reno, Nevada
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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 promotionai toois...

367-368. New Tl Posters. These
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 piace and phone number. Set
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

chures include Reach Out For
Success (99), which tells prospec
tive members what Toastmasters is
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.

YOU Can Be
A Success

You Can Be
A Success

• Umien eAectvety

eon do latMuSpeoii Up

SpeoY Up
and

Oet Aneod

I

1972 - Club Communication
Achievement Award. A finely craft
ed award produced in pure silver
toned aluminum with a lightly tex
tured background inlaid in American
Walnut. This unique way for your
club to recognize communication
excellence in your community, or
ganization, or company also in
cludes news releases. $23.00.

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

363. Highway Sign—22". Features
the Toastmasters emblem in weath
erproof paint with reflecting Scotch
like "T." Provides an excellent way
to publicize Toastmasters — and
your own club — in your commu
nity. Pre-drilled holes make this
sign easy to attach. $25.00

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), $6.00.

369-370. Tl License Plate Frames
and Bumper Stickers. Carry Toast-
masters 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.

I
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384. Official Club Meeting Plaque.
White plastic plaque, 10" square.
This attractive plaque makes an
effective promotional tool to hang
in restaurants, auditoriums, busi
ness rooms... wherever your club
meets. Includes pressure-sensitive
decals for posting the day and hour
of your meeting. $3.50.

See the Supply Catalog lor more promotional Ideas. When ordering, add 20% postage and handling lor all Items unless indicated. (California residents add 6% sales
tax.) Be sure to include your club and district numt>er with your order. Send to Toastmasters International, P.O. Box 10400, Santa Ana, CA 92711.


