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Introduction to Book III

Since, in Book I, you mastered the art of uttering Eng-
lish sounds correctly and pleasingly, and in Book II the
correct and effective use of words, it might seem that you
had learned all the foundatiors of speech.

There is, however, one further step to take.

In Book HI you are to learn the psychological founda-
tions of speech—the art of making personal appeal to
your hearers.

This Book will complete the foundations of your study
of speech. Master the first three Books, and you will be
an accomplished speaker.
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MASTERY OF SPEECH

LESSON 42.

How to Usé the Eyes While Séeaking

KEY WORDS: LOOK INTO THE EYES OF THOSL TO
WHOM YOU SPEAK.

Answer this question: Why does an animal trainér
keep his eyes upon the eyes of the animals he is training?

Some years ago I gave a lecture in a Coney Island hall.
On the evening of the lecture I found the hall crowded.
To my surprise the person in charge came to me and.
said: “We’re going to have trouble. We’'d better send
for the police. In the first two rows there’s a gang come
to break up the lccture. Don’t try to start the lecture
now.” .

I laughed, because I really liked the situation. Here
was an audience that wouldn’t go to sleep, whatever else
it did.

I took a common chair, went to the very front of the
room, sat down, and Jooked into the eyes of the meén, one
after another, in the first two rows. I did not glare-—
just looked with a friendly smile, as a good-natured
wrestler might look at a big opponent.

Then I arose and began to speak. I spoke directly to
the men in the first two rows. I looked into their eyes.
I addressed rhetorical questions to them, and I always
spoke loudly enough for the entire audience to hear.
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Two rows of people stood around the walls of the room,
every seat was filled, and the quietest, most attentive peo-
ple in the great audience were the people in the first two
rows. I had my eyes on them in a friendly way, and
they knew it!

And after the lecture “the gang” came to me with
questions and handshaking, and said they’d had a “bully”
time, better than they had expected.

A steady, direct look makes speech doubly effective, for
it imvariably carries the impression of manliness and of
power.

'

1t is pleasing to a person who speaks to you, because it
shows him that you are attentive. The fact that you fix
your eyes upon his shows him that you are interested in
him and in his subject. Your direct look compliments
him, and will make him remember you.

The direct look reacts upon yourself. It concentrates
your attention and makes you a good listener.

The habit of concentration thus established, adds im-
mensely to your personal power. Your memory improves
and your judgments become more accurate.

The direct look places you in a commanding position
and you find yourself easily master of any conversation
into which you enter.

’

You feel a distinet gain in manliness.

The man who looks into the eyes of those with whom
he speaks is always a master of men.
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The clear, direct look searches out and exposes fraud
and deception; it looks into character, and shows you
the real self of the person with whom you speak.

If you speak in public, whether to a large or to a small
audience, look your audience in the face. If you allow
your attention to fix itself upon notes or manuscript, or
if you look at some vague point before you, you lose touch
with your hearers.

Look into the eyes of all—not simply of those in the
center, but into the eyes of all—at the right, at the left,
on the platform with you, and you will establish a mag-
netic bond that will not easily be broken.

Whether with one person or with a thousand, look into
the eyes of your hearers. Let your personality meet
theirs. Let there be a meeting of souls.

Speak eye to eye, and heart to heart, not occasionally,
but always; not alone with your intimate friends, but
with all with whom you speak. It will help in making
you a master of speech and a leader of men.

PROBLEMS.

1. During the course of a single day observe the eyes
of people who talk with you.

2. Notice which persons appeal to you as good talkers.

3. Notice public speakers whom you hear, and observe
the use of the eyes.



10 ' . Bopk Three

LESSON 43.

Howto Make Facial Expression Aid Speech

KEY WORDS: MAKE YOUR LOOKS EXPRESS YOUR
THOUGHTS WHEN YOU SPEAK.

An open countenance that reflects an honest soul pleases
everyone. -

As you talk, whether to one person or to a thousand,
let your face light up with the changing emotions of
what you say.

Such Iooké are contagious, and they aid in carrying
your thought to your hearers. They draw attention and
thus awaken interest.

An old man stands every day on one of the crowded
streets of New York and sells a cheap mechanical device.
. As he demonstrates, he talks. His face is a study. As
he explains the little contrivance, his countenance lights
" up, grows serious, changes—he looks at you kindly, and
you feel that he is explaining one of the marvels of the
age. Consciously or unconsciously, he is using his ex-
pression as part of his demonstration.

The man with the speaking countenance will succeed
in life far more easily than will one who hides his per-
sonality under a real, or an assumed, mask of stolidity.

When you listen let your face reflect the changing emo-
tions of what you hear. The one who speaks recognizes
your understanding and sympathy and comes more fully
into touch with you.
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When you speak in public let your face light and
change with all the emotions of what you say, and make
a double appeal to your audience.. In every probability
you will carry your hearers with you.

Nothing in all the world of speech is more ﬂelightful’
than radiancy of countenance. Men commonly associate:
it with genius.

Speech is only a sort of telegraph between souls. The
lighting countenance is another means of sending the
message. It brings personalities close together.

Some races have prided themselves on stolidity of ex-
pression, but such races have lived in an environment
where stolidity is necessary to life. Our environment
demands free and close communion between men.

Your success in soclal, and in business life, largely de-
pends upon your maintenance of a character that is
always ready to show itself in both words and looks when
you speak.

Complete harmony between words and looks will make
you a good speaker.

PROBLEMS.

1. As you go about your daily business notice the ex-
pressions of people who say only one or two words to
you. Which do you regard as the better speakers?

2. Try the experiment of speaking with proper ex-
pressiveness of countenance, and note the result.

3. Notice the expressions of people.to whom you speak
at length. How do they affect you?



12 Book Three

LESSON 44.

How to Be a Leader in Speech

KEY WORDS: MASTER ANY CONVERSATION OR DIS-
CUSSION IN WHICH YOU TAKE PART.

The best way to attain leadership in talk is to make
everything that you say worthy of being heard.

I know a keen business man who masters any conver-
.sation in which he takes part—but he never appears to
be doing so. He speaks directly to the point, with clear
common sense. He tells a story that illustrates a point
in question. He takes up a remark, and amplifies and
illustrates it. He gives a new turn of thought to the
<conversation. You feel that there is a world of personal
power back of him. As a result, he is head of a great
business enterprise. '

A talkative person is not usually a leader. Leadership
lies with the one who gives his judgment opportumty to
act before he speaks.

People are quick to discover sound points of view. It
is well not to be too ready to enter into talk.

Listen, gather evidence, reflect upen it, and speak with
‘weight rather than with glibness.

Take the lead in introducing topics of discussion.

If you know with whom yoﬁ are likely to talk, and
under what circumstances, prepare yourself by thinking,
ahead of time, of topics that are likely to prove of in-
terest.
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Read newspapers, periodicals, and books of the day, so
that you will be able to speak from a full mind. One
who has a fund of information at command will be able-
to make any discussion interesting.

Take a commanding position in any talk by proposing:
new lines of thought, or new subdivisions of old lines.

Avoid letting those with whom you speak give most
of the suggestions.

Do not allow a conversation to close until you have de-
termined that you wish it to close. When you have pre-
sented all the lines of thought that you think advisable,
bring the talk to a close yourself, with “the last word.”

If you can do all this without bumptiousness or con-
ceit, and with proper regard for the opinions of others,
you will soon find yourself talking easily, and master-
fully, with those of whom you may once have stood
in awe.

PROBLEMS.

1. In your next group conversation notice which person
takes the lead. What are his methods? What is the-
effect?

2. Try the experiment of mastering a group conversa-
tion. What difficulties do you find? How may you over- -
come the difficulties?

3. When you are next called upon for suggestions make: -
an endeavor to say the last word, and notice the difficul--
ties, their remedies, and the result.
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LESSON 456.

How to Make a Point of Contact in Speech

KEY WORDS: IN SPEAKING TO ONE PERSON, TO A

‘GROUP OF PEOPLE, OR TO A LARGE AUDIENCE,

FIRST ESTABLISH A DEFINITE POINT OF CONTACT
BETWEEN YOUR HEARERS AND YOURSELF.

" A point of contact is a common ground of interest on
‘which you meet.

Make a point of contact by talking about things in
which you and your hearers are alike interested.

There is always some definite point of contact that can
be established, even with strangers, or with an audience
‘that is cold, or even openly antagonistic.

Once I found myself left in a room face to face with
‘Theodore Roosevelt. How could I possibly say some-
‘thing that would be personal and friendly, rather than
formal? But there is always a close point of contact be-
‘tween any two people. I turned the conversation to one
-of Mr. Roosevelt’s personal friends whom I also knew—
President Butler of Columbia University. Mr. Roose-
‘velt at once brightened, and we had a friendly, familiar
‘talk on a subject in which we were both interested.

Recently, in talking on different occasions with three
men in authority, all strangers to me, I found,—within a
few minutes in every case,—that one had been born
‘within a block of my own birthplace; that another had
two sons in my own college fraternity; and that the third
‘had visited a little country town where I spent my boy-
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hood. In every case I was at once placed upon a more
familiar footing, and gained greater opportunity to con-
duct my interview successfully.

Much of the so-called mastery of speech, and power of
oratory, is nothing more nor less than the clever estab- .
lishing of a point of contact.

The common ground between friends of long standing
is what makes the talks of friendship so delightful and
appealing. A mere suggestion made by a friend is more
convincingly powerful than the most carefully thought-
out words of a stranger.

When you speak with anyone whom you particularly
wish to interest, find a point of contact from some of the
following:

1. The memory of pleasant days spent together.
2. Acquaintanceships in common.

3. Associations in school.

4. Associations in business.

5. The love of similar objects.

6. Similar experiences.

7. Life in similar places.

8. Generally interesting recent events.
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9. Recent books.
10. Recreations.

In public speaking, as well as in social and business
life, it is as necessary, as 'vital, to have points of contact.

If you are to speak to any audience, first, in a few quick
sentences, show that audience that you and they are on
some basis of common interest in life. You are, as it
were, one of them in some one way.

Listen to some popular speaker and notice how cleverly
he establishes the common ground. From that moment
he ceases to be a stranger to his audience and becomes,
in part, a friend and associate.

Listen to the talk of some person who is popular among
men and notice how he habitually begins any talk by
assuming, or by immediately forming, a common bond
of interest. Such a person adds to his popularity by
meeting people on common ground. He also adds to his
power over men. .He will be remembered and will be
liked.

Follow his example and, by habit, form points of con-
tact on every occasion.

PROBLEMS.

1. Think of three different people whom you will talk
with soon. What points of contact will you establish
with every one?

2. You are to give a demonstration of your work.
What point of contact can you establish with an ordinary
audience?
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LESSON 46.

How to Take Advantage of the Light
While Speaking

KEY WORDS: PLACE YOURSELF SO THAT THE LIGHT
WILL BE ON THE FACE OF THE ONE TO WHOM YOU
SPEAK.

Guide and control any conversation into which you
enter.

You will be best able to do this if you can at all times
read the mind of the person to whom you speak.

Let the light fall upon his face, and observe the effect
of your words. See in his face a reflection of his inner
thoughts.

If you have an office and are accustomed to interview
people, place your desk in such a way that all who ap-
proach you will have the light in their faces. Then,

from your point of vantage, study countenances while
you hold interviews.
: A}

Look around you now and see what changes will be
necessary in your office to give you the advantage of the
light.

When I took the manuscript of this work to Mr. Karl
V. S. Howland, President of the Independent Corporation,
he motioned me to a chair. There was no other place in the
room where I could sit. The light from three big win-
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dows was full in my face. Mr. Howland sat at his desk,
with the light behind him. He had arranged his room
purposely and strategically for the purpose of talking
well. There was no way to avoid the position he had
arranged, unless I remained standing.

If you have not been in the habit of thus using the
light you will be astonished at the power over conver-
sation that this little device will give you.

When you visit an office, perhaps as applicant for a
favor, do all in your power to stand or sit in such a way
that you will gain the advantage of the light. If you do
this you are far more likely to speak easily and convinc-
ingly, and to gain your point.

Consider the last interview you had with some man
who was in some way your superior. How could you
have gained the advantage of light?

It is just as important in social and business affairs
as it is in military campaigns to gain a position of ad-
vantage.

Even in a friendly talk, where you and your friend
meet as perfect equals, follow the rule of gaining the
light, for it will help you to talk to advantage.

In public speaking you will find it far easier to speak
in the light than in the dark, as when exhibiting stereop-
ticon pictures. You will speak to best advantage if the
hall is so well lighted that you can study the faces of
your hearers.
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In all cases seek the advantage of the light and mould
your speech accordingly.

PROBLEMS.

1. Observe the eyes of some public speaker who has
real power over his hearers. How does he take advan-
tage of the light?

2. Repeat to yourself the principles of speech that
have been given thus far concerning (a) The eyes, (b)
The expression, (¢) Leadership, (d) Point of contact,
and (e) The light.

3. Consider how you can apply the principles to the
following cases: (a) You appeal to a man for a position
in his employ. (b) A man appeals to you for a position
that you have advertised as open.
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LESSON 47.

How to Master Unforeseen Circumstances
in Speech

KEY WORDS: MASTER CIRCUMSTANCES BY MAIN-
TAINING COMPOSURE AT ALL TIMES.

In talk of every sort you are certain to meet situations
that you could not have foreseen.

There are two possible courses of action:

1. You may be so overwhelmed by the new and alto-
gether unexpected situation that you will be confused
and put to loss.

2. You will meet the situation as though you had fully
expected it to arise.

The latter is, of course, the method you should follow.

The greatest mastery of circumstances in public speech
was shown by Henry Ward Beecher in his address at
Liverpool, October 16, 1863. Mr. Beecher had been sent
to England to encourage sentiment in favor of the Union.
The fate of the United States depended upon his success.
At Liverpool he faced an almost entirely hostile audience.
In spite of interruptions of all sorts of a kind that would
have driven most speakers from the platform, he made
an address that was all powerful. He met the situation
by appealing to two things that every Englishman loves
- —courage and fair play. “One thing,” said he, “is very
certain, if you do permit me to speak here tonight you
will hear ~very plain talking.” Hooting, hisses, ™ and
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cries interrupted him throughout the speech, but he kept
his temper, held the platform, and put his thoughts be-
fore the audience.

Ezxpect the unexpected, and meet conditions gladly.

It may be that the very unexpectedness of the condi-
tions will be the stimulus you need in order to succeed.

. Edwin Booth, the great actor, when on a tour with his
company, once failed to receive his baggage containing
the necessary costumes. Rather than abandon an im-
portant engagement, Mr. Booth and his company, wear-
ing ordinary traveling clothes, presented one of Shake-
speare’s plays. Knowing that they had no appropriate
costumes on which to rely, the company acted the parts
with such zest that they made the performance an un-
equalled success. They met an unexpected situation,

- mastered it, and increased their reputation.

A diplomatic American tried to flee from a foreign
city in the midst of riots. His coachman drove into a
street filled with rioters. * They surrounded the carriage
and entered into angry words with the coachman. There
was grave danger. The American met the situation by
stepping from the carriage, tipping his hat to the lead-
ers of the mob, and saying: “Gentlemen, I don’t like to
drive on crowded streets. I think I'll go back.” Thé
crowd laughed and let him go.

In business life there are innumerable times when in-
terruptions occur in the midst of most important talks,
times when important matters seem to go contrary in
every way, times when it is well nigh impossible to keep
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composure. " Those occasions are opportunities for the
man of real ability in speech.

Do not give way to anger.
Do not lose all sense of balance and of proportion.
Do not even feel that things are going wrong.

Continue to speak as though you had expected the sit-
uation.

Make the interrupted talk, the sudden commotion, the
absolutely unexpected circumstance, the opportunity for
which you have been waiting. Master any and every
situation.

' PROBLEMS.

1. You have long waited for a time when you could
confer with a certain influential man on a matter of great .
importance to you. You have just approached the sub-
ject, when one of his friends joins him and entirely turns
the conversation. How will you master the situation?

2. A man accuses you unfairly, becomes more and more
angry, and says many insulting things. How should you
master the situation?

3. Recall some case of a public speaker who met with
most unexpected interruptions while speaking. How did
he meet the situation? Was he successful?

4. You are giving an illustrated lecture in the midst
of which the lantern operator first misplaces many of
your slides, and finally drops and breaks several. How
can you speak in order to master the situation?
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LESSON 48, \

How to Maintain Good Nature in Speech

KEY WORDS: BE GOOD NATURED.

One of the greatest means of gaining power in speech
is to continue good natured in spite of almost every temp-
tation to give way to bad nature of some sort.

There are times and occasions when anger may be so
justified that one should be blamed if he did not become
angry. These times are so rare that, as a rule, you
should keep your speech free from every ill natured, or
angry word.

No one really respects a man who allows his speech
to become habitually unbalanced by temper or even by ilk
nature. :

It is easy to growl and grumble and complain, to speak
disparaging words, and to burst into fits of anger at all
sorts of trifles. '

The effect is bad in two directions. In the first place
complaint, bitterness, disparagement and anger convey
impressions of weakness rather than of strength.

People who hear such speech, even when not directed
at them, immediately, consciously or unconsciously, rate
the speaker lower than before.

In the second place, complaining or angry words react
on the speaker, making him less able to make correct
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judgments, to ‘master circumstances, and maintain com-
posure when he would really like to do so.

Most important of all, good nature is a powerful ele-
ment in speech.

The most dangerous fighter is always the one who
keeps himself unrufiled, and balanced in mind. To be an
effective business talker follow these rules:

1. Hold your complaint and your anger in check.

2. Maintain a spirit of such good nature that it will
conquer any’ghing.

A subordinate took offense at the methods of his su-
perior. One day when the superior had called his atten-
tion to some fault, he burst into violent anger, and abus-
ive speech. He called his superior “every name in the
calendar,” voicing the vexation of months. 7'he superior
proved his right to a supericr position. He kept good
natured under the situation, recognized the value of the
subordinate’s position, and made no abusive or complain-
ing retort. The subordinate might have been discharged,
important work might have been disturbed, and the two
men might have become enemies. Today they are firm
friends. . '

- Instead of complaint, give constructive advice.

Instead of anger keep calm and cool, and make your
speech effective through its reflection of your own good
nature.
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PROBLEMS.

1. You walk with a friend who speaks contemptuously
of many people whom you know. How may it work to
your advantage if you keep yourself from any ill-natured
remarks?

2. You find, in your daily life, that many things go
wrong, and that you have many real troubles. Most peo-
ple grumble about.such conditions. How can you make
your daily conversations with friends a real help?

3. Think of some person who habitually gives way to
sudden anger. In what ways is that person’s anger a
hindrance to success?

4. When you are next tempted to angry speech control
your words and inhibit anger. Notice if you gain or lose
by such speech.

5. Think of some one who habitually controls his
speech. How much has his self-controlled speech added
to his success in life?
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LESSON 49.

Hov? to Read the Minds of Those to
- Whom You Speak

KEY WORDS: PUT YOURSELF IN HIS PLACE.

If a person could have such wisdom that he could see
fully into the minds of other people he would almost never
be at a loss for effective speech.

He would know the situation fully and would therefore
be prepared to meet it.

No one can ever hope to have such wisdom, but he can
at least approach it.

When a parent talks to a child he very largely under-
stands what is passing in the child’s mind. This gives
the parent an advantage that commands the full respect
of the child.

In business life approach the ability that a parent has
in dealing with a child. " Know what is passing in the
minds of those with whom you talk. -

Gain that knowledge by putting yourself in the posi-
tion of those with whom you talk.

All people, under exactly similar conditions, act some-
what alike. You may easily assume a SItuatlon and the
attitude toward the situation.
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Do not assume that you are in the other person’s place.
Assume that you actually are the other person.

It is said that George M. Cohan writes his plays for an
imaginary newsboy named “Bill,”” who sits in the “top
" gallery.” As he writes, he puts himself in “Bill’s” place,
and looks at the play. If the imaginary “Bill” doesn’t
like the scetie, Mr. Cohan rewrites it. “I wonder if Bill
will like that,” he says, and by thus putting himself in
the audience, makes his plays successes.

We are all of us so naturally gifted with understanding
of human nature that we can easily, in mind, act the part
of another.

You have something to sell. Your prospective cus-
tomer is a man very different from yourself in mind and
in circumstances. Put yourself in his place. Imagine
that you are he, with all his likes and dislikes.

Think what kind of speech would best induce you to
purchase. Then make that kind of speech.

On the contrary, think what kind of speech would be
least successful with you. Avoid that kind of speech.

Forget yourself, and try to understand the influences
that affect the person to whom you talk—the difficulties,
the anxieties.

You will find such understanding will guide your speech '
to success.
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PROBLEMS.

1. You wish to obtain a charitable subscription from
a busy man who is subject to constant interruptions.
‘What kind of speech will be most effective?

2. A workman in your employ makes frequent costly
errors. You do not wish to discharge him. What words
will help him most?

3. You are chairman of a committee to ask for an in-
crease of wages? How will you best approach your
employer?
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LESSON 50.

How to Make Use of Compliment

KEY WORDS: USE COMPLIMENT *WHEN IT IS DE-
SERVED.

There is an old proverb that says: “You can catch
more flies with sugar than with vinegar.”

The meaning is clear. Thé sugared word is attractive
to men and women; the harsh word is disagreeable.

A married man found his wife’s temper so unruly that
he could endure it no longer. He asked his lawyer to
draw up papers of separation.

“Why not change her temper?” said the lawyer.

“It can’t be done,” was the reply.

“Compliment her, compliment her,” advised the shrewd
old lawyer. “She surely does or says something that
you like. Tell the truth, but compliment her.”

It was hard work at first, but, to his surprise, the man
found more and more to compliment, and the wife less

and less about which to be angry.

Carried to a reasonable and moderate degree compli-
ment is peculiarly effective.

When extravagant, ill-timed, or hypocritical, nothing
could be worse. People naturally despise too much com-
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pliment. They realize that it is forced, or aimed at a
purpose. It then ceases to be compliment at all and be-
comes an insult.

Everyone has a.close knowledge of his limitations.
He knows when compliment becomes hypocritical flattery,
and he distrusts the person who uses it.

Make quick, natural, well-timed and genuine compli-
ment a part of your daily speech.

Give compliment by means of pleasant facial expres-
sions.

Give compliment by helpful acts.

Give compliment in a few words.

All people are child-like in their love of praise. They
know when they have done well, and they like to have
their good work recognized.

The greatest man is pleased by the genuine compliment
of the humblest.

In your daily speech—social, business, or public—be
quick to recognize excellence and give it its due reward
of praise.

Use frequently such words as “That’s right,” “Your
judgment is good,” “I like your plans,” “I can always
rely on you,” “This is an excellent piece of work,” and a
thoutsand other quick words of appreciation or compli-
ment.
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Such words add grace to speech, and, at the same time,
give command over men.

PROBLEMS.

1. How did Napoleon Bonaparte use compliment as a
means of increasing his power over men?

2. What man of your acquaintance has gained power
by use of honest compliment? What is his method?

3. What is the effect of genuine compliment upon you?
Do you think that it affects cthers likewise?

4. How could 'a spirit of recognition of excellence
affect the work in which you are now engaged?

5. Why do the addresses and messages of commanding
military officers contain so much compliment?

6. In your next important talk introduce the sbirit of
honest compliment and note the result.
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LESSON -51.

How to Bg a Good Listener

KEY WORDS: BE A GOOD LISTENER IN ORDER TO
GAIN THE OTHER PERSON’S POINT OF VIEW.

Curiously enough, one of the best means of talkmg is
not to talk.

The person who monopolizes all the time and hardly
allows the other person to say a word is a bad talker.

Good talking always presupposes two parts,
1. A speaker.
" 2. A listener.

It also presupposes a constant alternation of speaking
and listening.

~ If you speak all, or most, of the time, you thereby
express yourself, but under a disadvantage. You will
not have heard the responses that should have been given,
and you will not be fully informed of .the state of mind
of the other person. You may speak to your own dis-
advantage.

" In the “Sherlock Holmes” stories Conan Doyle very
acutely makes the famous detective a good listener.
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Watson, who has less logical ability, is always interrupt-
ing, or ready for action before all the facts have been
presented.  Sherlock - Holmes asks quick questions,
listens, and gives his visitors full sway.

Many dramatic moments in p]ays have been built on
this sort of speech.

1. In every social or business talk, give your friend
or associate an opportunity for self-expression.

2. In general, practise the habit of listening, which is
a form of compliment that is always appreciated.

3. At times make your speech effective by restrlctmg
it to almost no speech at all.

4. On such occasions give your associate full play, as a
good fisherman gives play to a fish but at no moment
looses him from the hook. Let him express himself
freely and fully while you listen.

Such a method will be as effective for you as it is for
the fisherman.

A popular story is founded on the conception that
“Everybody’s Lonesome.” Another might be founded on
the idea that “Everybody likes to be heard.”

5. Practise the art of being a sympathetic listener.

PROBLEMS.

1. You wish to sell a life insurance policy to a man
with whom you are not well acquainted. How will it
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aid you to sell the policy if you give him opportunity to
speak fully and often?

2. You have an important business matter to lay be-
fore an influential man, and you have little time at your
disposal. You are tempted to do all the talking in order
to complete the matter in the limited time. Why will it
be to your advantage to give him full time for speech?

8. A friend begins to reminisce. How will it affect
your relations with him if you speak very little?
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LESSON 52.

How to Gain the Power of Silence
KEY WORDS: CULTIVATE THE POWER OF SILENCE.

Some of the world’s most powerful men have been
noted for silence.

They have communed with their own souls and have
lived, as it were, in a great silence. And yet they have
done great things, and have said great things.

As a result, the world has come to think that a silent
man is a man of power.

You need not go back to the career of William the
Silent, the great Dutch patriot, one of the strongest and
most powerful men who ever lived, or even to the lives
of General Grant and General Lee, both of whom were
men of silence.

Look around you at men of today with whom you asso-
ciate. You see many who chatter idly and frivolously,
saying nothing with much seriousness, and often, with
thoughtless words, saying something harmful.

It was such a person whom Shakespeare ridiculed when,
in “The Merchant of Venice,” he said “Gratiano speaks
an infinite deal of nothing, more than any man in all
Venice.”

No one admires such a persen. Such a one is amusing
but not substantial.

lh\A
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On the other hand, you see a few of your associates
who are “men of silence.” Like Colonel House, they say
little but they think much. Their opinions are worth
knowing. When they do speak they are likely to speak
wisely. -

In college I knew a thin, red-haired youth who main-
tained an almost unbroken silence during four years.
When called upon he spoke well and to the point, but
otherwise was silent. He became a lawyer—and was
gsilent. They made him mayor of Northampton, Mass.
He still was remarkably silent. They sent him to the
Massachusetts Legislature. Silent on all ordinary times,
he spoke wonderfully well when necessary. They sent
him to the State Senate. He became President of the
Senate, then Lieutenant Governor, and finally Governor,
of Massachusetts, and now he is mentioned for the Presi-
dency. Calvin Coolidge is a silent man—jyes, but one of
his short orations on the war has been sent broadcast
through the land. By never uttering a foolish, trivial
word he saves himself from censure. In the silence he
gathers strength, so that when he does speak all are glad
to hear.

You may not make silent people your boon companions
for gay larks and excursions, but you go to them for
advice in your difficulties.

Their power over men comes largely from concen-
tration.

1. Do not waste energy in idle, flippant speech.
2. Do not form habits of speaking thoughtlessly.
3. Make silence lead to good judgment.
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4. Resolutely practise the art of silénce so that you
may speak wisely when you do speak.

. ' PROBLEMS.

1. Think of some person for whose judgment you have
very great respeet. Is he talkative or silent?

2. Think of some person who is notably talkative.
Have you found his judgment reliable?

3. Make a list of five greathistoric characters. Find
from their biographies if they were talkative or silent.

4. What powers must be associated w1th “sﬂence" if
“gilence” is to be worth while?

5. How may you best cultivate the pcwer of silence?
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LESSON 53.

How to Use the Power of Brevity
KEY WORDS: SPEAK BRIEFLY AND TO THE POINT.

Novelists and play writers have made much fun with
- characters who speak with “total recall,” that is, witnu
characters who talk on forever, giving all related details,
and taking a long time to arrive at a point.

You meet such people, not only in the pages of Dickens
and of George Eliot, but in life.

Most frequently those who are most roundabout in
speech, and least likely to go directly to the point, are
illiterate and ignorant people.

Lawyers who have questioned such people on the wit-
ness stand find it hard to keep testimony within proper
limits. Such people find it almost impossible to speak
directly to the point. ’

The Parables in the New Testament are remarkable
examples of brevity. The Great Teacher had certain
truths that He wished to teach, and He expressed those
truths in terse, original stories that are full of point and
emphasis. He seems, at all times, to have spoken
briefly.

Trained, educated people, and especially those who have
the management of large affairs, habitually speak briefly
and to the point.
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They have no time and no inclination for petty details
and for roundabout expressions. One who would be a
good talker must follow the example of the man of ‘large
affairs. -

1. Learn to speak briefly and directly.

Modern life is so complex, so full of demands for time,
that men have little patience with one who rambles on in
an endless way.

2. Avoid prolixity, talking at length.

8. Take time to establish your point of contact, and
to develop your subject, but limit your speech as much
as possible.

4. Avoid all distinctily non-essential, or subordinate
details.

5. In particular, avoid being turned away from the
subject in hand to some other slightly related subject.

6. Be insistent in following your line of thought clearly
and quickly to a definite point. Then, and not till then,
turn aside, if you wish, to some other topic.

PROBLEMS.

1. Recall some example of “total recall” on the witness
stand, or in literature. How did it impress you toward
the person concerned? :
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2. You are talking with a business man on a most im-
portant matter. He has the habit of turning the subject
- without knowing that he is doing it. How should you
talk?

3. You find that you are accustomed to interrupt your
friends with irrelevant remarks. What.is the effect?

4. You are a lawyer examining a witness who, pur-
posely or unconsciously, speaks indirectly and at length.
What should you do?

5. Consider your own habits of speech with regard to
brevity and point.
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LESSON 54.

How to Arouse Interest in What You Say

KEY WORDS: AROUSE INTEREST BY POINT OF CON-
TACT AND BY AVOIDING THE COMMONPLACE.
PROSINESS IS FATAL TO TALK OF EVERY KIND.

1. Establish a bond of interest of some kind in every
talk.

That bond is found through a clear understanding of
the circumstances. There are times when what would
add to interest on one occasion would interfere with in-
terest on another.

2. Adapt yourself to circumstances.

It is a mistake to think that there is any one way of
creating interest. There are as many ways of creating
interest as there are occasions for speaking.

3. Establish a good point of contact and you are cer-
tain to create interest.

The relationship between mother and child is so close
that the mother is keenly interested in anything what-
ever that the child says or does. The child’s acts and
words may be of the most trivial sort, utterly uninter-
esting to any but the mother. The point of contact, the
warm relationship, creates interest.
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In business talking you should create interest by estab-
lishing as close a point of contact as possible.

4. Create interest by arousing curiosity.

All people have curiosity in a high degree. That is
why crowds collect so quickly when anything unusual
occurs. A public speaker, by exhibiting objects, or
by promising to do or say certain.things, arouses curi-
osity, and therefore arouses interest.

Some years ago I heard a street fakir speak in a coun-
try village. He said: “Gentlemen, I am a notorious
swindler. I have come here to swindle you. If you have
any money in your pockets, go home. Here is what I
did in other places.” And he read newspaper accounts
proclaiming him a dangerous swindler. His words in-
terested everyone. The crowd increased. His power
of talking maintained interest, and he actually swindled
the entire crowd just as he had said he would do. He
had aroused interest because he had appealed to curi-
osity.

5. In conversation arouse curiosity. Lead to your
point by degrees; make your speech have the effect of
climax. '

6. Do or say that which is unusual, new, or in any way
out of the ordinary.

7. Avoid the comxhonplace.

8. Use humor freely as a means of creating interest.
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9. Use exaggeration in a whimsical manner.
10. Use distinctive or unusual gesture.

11. Give a few specific details.

12. Exhibit specimens, samples, pictures, maps, or any
object.

PROBLEMS.

1. Think of some particular person with whom you in-
tend to talk. What point of contact will interest him
in what you have to say?

2. You are to speak to a small audience. How can you
employ curiosity as a means of creating interest?

8. You are a traveling salesman. What objective
illustrations will awaken interest in your goods?

4. What reasons prompt the employment of demon-
strations? How may you follow similar methods in your
business talks?

5. Think of the most interesting speaker yoil have
heard. How did he gain interest?

6. You have a friend who has the power to interest
people in all that he says. What are his methods?
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LESSON 565.

How to Speak Humorously

KEY WORDS: MAKE FREE USE OF ALL HUMOR EX-
CEPT THAT WHICH IS VULGAR OR SATIRICAL.

Few gifts add more delight to conversation, and to
public speaking in general, than the ability to use wit
and humor.

Some one has said that if a man has the gift of humor
and employs it well, he can easily make a fortune. The
example of Mark Twain is notable. '

I know a man who has a remarkable gift of humor.
In whatever company he finds himself he is delightfully
spontaneous. Story after story comes to his lips, and
his fund of anecdotes seems unlimited. He tells of ordi-
nary events in a way to provoke laughter. I have known
him many years, but I have never heard him vulgar or
profane, nor have I heard him turn the laugh on others.
It is needless to say that he is popular, and that he has
advanced from a small salary to a large salary, and an
important position in life.

It is certain that a man who makes proper use of humor
will attract friends.

A public speaker who uses humor will attract large
audiences.

Even the most serious talks may be enlivened by
humor. Think of Henry Ward Beecher in Plymouth
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Church, of Russell H. Conway, the famous lecturer, and
of Billy Sunday, the Evangelist. These men all spoke
on most serious topics, but they used humor for interest
and for emphasis.

Humor has a great value in all talks as a means of
relief.

People who are suffering keenly from physical injury;
or who are oppressed with grief or anxiety, frequently

fall into expressions of humor, merely to gain momen-
tary relief.

In this way humor was one of the elements of strength
in Abraham Lincoln in the, darkest days of the Civil
War.

1. Form the habit of speaking with a smile.
2. Form the habit of laughter.

3. Cultivate the ability of telling a story well.
4. Note down ten good humorous anecdotes.

5. Fix them in memory by the use of key words, and ‘
be ready to use them at a moment’s notice.

6. Change your list of anecdotes frequently. Ycu
will soon gain the reputation of being a man who can tell
a good story well.

7. Always avoid the coarse, vulgar or profane story,
which really pleases no one.
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8. Avoid humor that satirizes, ridicules, or brings an-
noyance to another.

9. Base humor on your own experiences.

PROBLEMS.

1. What public speaker do you most like to hear? How
does he make use of humor?

2. What persons of your acquaintance do you consider
the most brilliant talkers? How do they employ humor?

3. Do you know some person -who habitually tells
coarse, vulgar, or profane -stories? What is your real
opinion of the effect of these stories on those who hear
them? . -

4. Why did Shakespeare have humorous scenes in some
of his greatest tragedies?

5. How many humorous anecdotes can you relate now?
Prepare a list of ten such anecdotes and use them fre-
quently. Change the list often.
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'LESSON 56.

How to Be Epigrammatic in Speech
KEY WORDS: MAKE FREE USE OF EPIGRAMS.

Some of the most noted talkers in the world have added
greatly to their reputations by the use of epigrams,
proverbs, and bon mots of all sorts.

An epigram is a short, plthy saying that is easily re-
membered.

Such an expression is the famous line, “To err is
human; to forgive, divine.” Such also is President
Wilson’s powerful saying, “We must make the world
safe for democracy.:’

For some time The Independent has printed a column
of “Remarkable Remarks,” a series of epigrammatic say-
ings by people of the day. .

1. Read that column weék by week.
2. Quote from it in your daily speech.

One of the most influential epigrams, “Carry the Mes-
sage to Garcia,” was created by Elbert Hubbard. The
New York Central Railroad printed hundreds of thou-
sands of copies of the story that emphasizes the epigram,
“Carry the Message,” that is, Do the thing you are told
to do, and do it well. Man after man on that great rail-
road system said to his fellows: “Carry the Message,”’
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and the epigram, striking home every time, added to rail-
road efficiency. .

. People like all kinds of epigrammatic sayings because
- such expressmns are packed with wxsdom They contain
much in little.

It is exceedingly difficult to make new epigrams, but
it is an easy matter to colleet and memorize a large
number of such sayings that have come down to us from
the past or that arise in the present.

3. Notice such sayings as they appear in current lit-
erature.

4. Write them in note books.
5. Use them when the occasion arises.

6. Whenever you use epigrams be careful to use such
ones as will be understood immediately without ex-
planation.

Benjamin Franklin owed much of his fame as a
speaker and a writer to the use of epigrammatic material.
When the colonists were discussing the danger of resist-
ing by force, and some one, seeing the need of united
action, said: “We must hang together,” Franklin at once
replied with the epigrammatic repartee: “Yes, if we
don’t hang together we shall all hang separately.”

i‘ranklin, in the course of his long life, collected hun-
dreds of old maxims and proverbs, the wise savmgs of
the ages.
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7. Follow Franklin’s example. Collect epigrams.

Epigrams and proverbs are expressxons of estabhshed
wisdom.

8. Refer to epigrams as to recognized authority.

9. Employ such references in your speech, and you
will soon gain a reputation of wisdom, an air of author-
ity, that will add power to your speech.

PROBLEMS.

1. Make a list of fifteen proverbs that you will be able
to use in business talking.

2. Make a list of ten gjood‘epigrams that will help you
in general speech.

3. When you hear some popular speaker, notice if he
uses epigrams. If he does, note down two or three of
his best sayings.

4. Read some 1mportant speech of the day. Underline
the eplgramm.atxc sayings.



50 : : Book Three

LESSON 5T7.

How to Use Slogans in Speech

KEY WORDS: USE PERSONAL SLOGANS IN DAILY
SPEECH.

In the middle ages the knights inscribed upon their
shields mottoes such as the famous “Esperance”—
“Hope”’—of the house of Percy. Such mottoes, or battle
cries, did much to increase the reputations of the ones
who employed them. At the same time, they were influ-
ences toward courage and perseverance.

Our own “In God We Trust” and “E Pluribus Unum”
are of similar nature.

The business world has found it advantageous to use
similar “battle cries” or slogans.

The most noted just now is the familiar “Safety First,”
a slogan that has done much in recent years to save life
and limb.

The United States, in selling Liberty Bonds, and in
prosecuting the war, found it advantageous to publish.
hundreds of brilliant slogans, the best of all, perhaps,
being the famous “Do Your Bit.”

“Women and Children First” is a slogan of the seas
that illustrates remarkably well the value of such ex-
pressions. It is, first, a quick, highly condensed state-
ment of the chivalry that has marked our sailors. It is,
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Secondly. an appealing message strongly encouraging the
maintenance of that chivalry.

The slogan takes such_quick hold on thought, and is so
effective in every way, that it is of especial value in
business. '

The effect is twofold—
(a) On the one who uses it.
(b) On those who hear it.

1. Use some personal slogan to suit your individual
needs.

I know a man who has for his personal slogan the
words, “I do everything I set out to do.” The result has
been a strengthening of determination that has led him
to turn many failures into successes. In some instances
he has been thwarted for years, but he succeeds ulti-
mately in nearly everything he undertakes.

One of the most respected men I ever knew had for his
slogan, “I believe in being careful.” As a result, from
being quite poor he became a master of finance, and a
man to whom others went for good judgment.

2. Use some of the following personal slogans: .
“I never act hastily.”

“I keep every promise that I make.”
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“I am always on time.”
“I act on principle.”
“You cabn rely upon me.”
“I try to be systematic.”

3. Find some particular slogan that you can use to
peculiar advantage.

4. Use it frequently in your busjness talks.
6. Live up to it to the very letter.

You will find that this simple expedient of talk will at
once make you stronger and more successful.

PROBLEMS.

1. Make a list. of advertising slogans. What is the
advantage of every one?

2. Notice the use of personal slogans in business life.
Make a list of the most effective that you hear from day
to day. : :
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‘ LESSON 58.

How to Gain Power in Speech by
' Questioning

KEY WORDS: USE QUESTIONS AS A MEANS OF
POWER OF SPEECH.

The hero of Arnold Bennett’s novel, “Denry the Auda-
cious,” attains success in a curious way. Not having ad-
vantages of wealth or of education, he found a way to
riches and fame through the medium of speech. He
always asked the question: “Do you?” Little by little
he gained a reputation for wisdom and ability, without
having any very large share of either.

The fantastic story teaches a good lesson. Few people
like to assume the burden of statement. It is unwise to
contradict what another has said. It is easy to ask
questions. The hero of the story did not notice contra-
diction, nor did he answer questions. He put the full
burden upon the ones with whom he talked. His con-
stant questions were:

“Do you think so?”
“What do you think?”
“Is that your opinion?”

Few people can resist it. It has the advantage of be-
ing entirely non-committal as far as you are concerned,
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and it draws the full thought of the one with whom you
speak.

One of my friends, consciously or unconsciously, em-
ploys this method. .Again and again I have heard his
direct questions: “Do you?”, “Do you think so0?”, and
they always search out logical weaknesses, and call for
thought.

1. Never contradict.
2. Never argue.

. 3. Give yoﬁr companion the opportunity to assume the
full burden.

In almost every case you will win your point.

There are times when it would be impolite or offensive
if you immediately expressed your opinion.- .

4. Be wholly non-committal, and give full sway to the
one who speaks. Put him, as it were, in your power.

There are times when your associates speak hastily or
“thoughtlessly. You do not wish to contradict them
openly.

5. Say quietly: “Do ybu think so?” and you give oppor-
tunity for thought and revision.

This method is one of the most successful methods of
speech when you wish,
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(a) To gain a temporary advantage.
(b) To show the weakness of an argument.
(c) To talk with an angry or quarrelsome person.

PROBLEMS.

1. You have certain political views. A friend, who

has opposite views, questions you and shows evidence of .

beginning a quarrel. How will you speak in order to
avoid trouble?

2. You are speaking with an old lady whose views are
radically different from your own. You do not wish to
disturb her peace of mind. How will you talk with her?

3. You wish to show a friend where he is wrong, but
you do not wish to offend him. How will you talk with
him?
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LESSON 59.

How to Speak Inductively

KEY WORDS: USE INDUCTIVE SPEECH WHEN YOUR
HEARERS MAY NOT -BE WILLING TO ACCEPT YOUR
OWN CONCLUSIONS.

In the beginning, in true induction, we have little or
no idea of the principle at which we shall arrive, nor do
we even know that we are moving towards a principle.

A merchant, more or less by accident arranges his
- goods in a certain way. An increased sale follows, but
he is not certain to what the sale is due. When an in-
creased sale has several times followed a similar arrange-
ment, he comes to the conclusion that that arrangement
has enlarged the sales.

Induction is a development from many details to a
conclusion. It is, as it were, the result of experiment.

The one who follows an inductive course of thought,
makes his own experiments, makes his own observations,
and comes to his own conclusions. He accepts nothing
on hearsay. Everything is the result of his own obser-
vation and thought. He therefore comes to his conclu-
sions slowly, but he will hold those conclusions firmly.

The president of a great company supplied his sales-
men with complete outfits showing the raw materials
from which his goods were made, and the steps in the
-manufacture. He told the men to show these one by one
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to prospective purchasers, and to explain that the ma-
terial was the best in the market, and that the various
steps in manufacture were well taken. The result showed
that he was justified. The customers put the facts to-
gether, acknowledged that the goods were the best, and
made the purchases.

1. In sales talks, in political discussions, and in argu-
ment of every kind, where your hearers are not likely to
accept your own conclusions,

Call their attention to some fact that they will admit.
Then to a second related fact.
Then to a third.

And so on, every fact being one that will lead your
hearers to put two and two together, and to come, of their
own accords, to the conclusion that you wish.

2. Do not state that conclusion first.

3. Your hearers must observe blindly, until the con-
clusion flashes upon them. Then it is irresistible—for
it 18 their own thinking that has brought them to your
point of view.

4. Use this form of speakmg, or questlomng, and you
will win many a victory in speech.

PROBLEMS.

1. Think of some specific article that you might sell.
Prepare a series of inductive steps that will lead a pros-
pective customer to make a purchase.
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2. Think of some scientific instrument or appliance
that you wish to explain. Frame a series of inductive
questions that will lead your hearer to discover the prin-
ciple involved.

8. You are engaged in a political discussion. Present
a series of facts that will lead your hearers to make an
- induction that you yourself have already made.
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LESSON 60.

How to Speak Deductively

KEY WORDS: USE DEDUCTIVE SPEECH IN ALL ORDI-
NARY SALES TALKS OR ARGUMENTS.

Deduction is a process of reasoning by which one pro-
ceeds from a known principle, or conclusion, to the rec-
ognition that a certain fact falls under that pnnclple,
or conclusion.

Most of the famous detective stories are based on de-
duction. The detective knows, for example, that certain
calluses are produced by certain types of work. He
sees a man whose hands have calluses of the type con-
cerned. He therefore concludes, reasonably, that thé
stranger is employed in the particular type of work.

There are three steps in his reasoning.

1. Major Premise: All workers in pdtteries have cer-
tain calluses on the hands.

2. Minor Premlse This stranger has those partxcu]ar
calluses.

3. Conclusion: This stranger works in a pottery.

If the major premise is true, and if the minor premise
is true, and is properly related to the major premise,
the conclusion is irresistible.



60 : Book Three

In Edgar Allan Poe’s story, “The Purloined Letter,” a
‘brilliant investigator is given the task of recovering a
letter that is in the possession of a shrewd criminal.

The investigator says:

1. An ordinary criminal would hide the letter in a
very secret place.

2. This man is not an ordinary criminal.
3. Therefore he will not hide it in a. very secret place.
1. He will hide the letter where no one will look for it.

2. Some place in full view is where no one will look
for it.

3. Therefore the letter is in some place in full view.
He thereupon visited the criminal’s house, looked about

the room, and saw the letter fully exposed to view, as he
had anticipated by dgductive reasoning.

1. Use deductive reasoning in all public and private
discussions. There are innumerable general principles
upon which the world is agreed.

2. Select one such principle and show that the case
in hand falls under it.

3. Then draw your conclusion.

You may proceed somewhat as follows in a sales talk;
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1. Remind your prospective purchaser that certain
‘new styles have become popular, a premise that he will
accept.

2. Prove to him by specific example, by reference, or
by any other means, that your goods are in full accord-
ance with new styles.

3. He will then agree with you that your goods are
worthy of consideration.

In deductive reasoning it is necessary:
1. To state the principle first;

2. To prove that a specific fact falls under the prin-
ciple.

3. Proceed clearly, slowly, and emphatically, keeping
the three steps in mind, and you are certain to achieve
success.

PROBLEMS.
1. Prepare a sales talk based on deductive reasoning.

2. Prepare a political argument in which you refer to
a well recognized principle as basis for your belief.

3. Make a nomination speech in which you use deduc-
tive steps to show that your candidate is the one who
should be elected.



62 Book Three

Remember These General Points

1. Resolve to make a determined effort to improve
your speech.

2. Observe, and sttidy, the methods of all good - talkers
and speakers. :

8. Give a definite amount of time every day to the
practice of exercises for speech improvement.

4. Look into the eyes of persons to whom you speak.
5. Make your looks express your thoughts.
6. Be a leader in conversation.

. 7. Form definite points of contact with all with whom
you speak.

8. Gain the advantage of the light while talking.

9. Master any circumstance that arises while you are
speaking.

10. Be good hatured at all times.
11. Understand other points of view, and yield to them.

12, Use moderate and truthful compliment.
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13.
14.
15.
16.
17.
18.
19.

20.

Be a good listener.

Cultivate the power of silence.
Speak briefly and to the point.
Be interes'til;g. '

Make use of humor.

Bé epigrammatic.

Use personal slogans.

Use the direct questidn instead of using criticism,

or expressing doubt.

21.

Use inductive speech when your hearers are not

likely to accept your own conclusions.

22.

Use deductive speech in all ordinary. sales talks

and arguments.
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Conclusion to Book III .

In the first three books of this course you have mas-
tered the three foundations of all good speech for any
purpose whatever. You have learned:

1. The physical foundations of speech.
2. The correct and effective use of words.
8. The general psychology of speech.

Now you are to turn to the practical uses of speech.
In Book IV you will learn how to use speech effectively
in daily business life.
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