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Welcome!   
 
Thank you for your interest in IMproSolutions™, an Interactive Public-
Speaking System. We'll give you the presentation tools and knowledge you 
need, plus improve your confidence...guaranteed!  IMproSolutions™ keeps 
you in the moment and stimulates your creativity. This theatrical approach 
utilizes improvisation, visualization, body movement, and stage technique 
to help you to become a better presenter. 
 
About the Authors:  
Scott Topper, three-time Emmy-nominated television show host, is a 
professional actor and speaker who has dedicated his life to helping others 
become passionate public speakers.  Scott is the founder and creator of 
IMproSolutions™, an Interactive Public-Speaking System developed in 
1999.  With over two decades of public speaking, improvisation, and 
acting experience, Scott offers public-speaking seminars to corporate 
executives, business owners, entrepreneurs, and various organizations 
worldwide, including China, France, Germany, Sweden, Switzerland, and 
the United States.   
 
Scott's goal is to empower people to achieve success in their personal and 
professional lives by discovering and exploring the true colors of one's 
own unique personality.  Scott strives to increase individual confidence 
and creativity by providing useful and practical public-speaking tools and 
techniques.  As an entertainment industry expert, Scott is a member of 
Meeting Professionals International, Screen Actors Guild, American 
Federation of Television and Radio Artists, and International Special 
Events Society. 
 
A consummate entertainer, Scott co-hosted “The Local Show” with Cheryl 
Ladd from “Charlie’s Angels,” hosted “Way Back Weekends” radio 
program for Cumulus Broadcasting, played an alien “Kantare” guard for 
Paramount TV’s “Star Trek: DS9,” and co-starred in “Hypnotalk” on E! 
Entertainment TV.  Scott was recruited by Twentieth Century Fox in 
Hollywood, CA to play the United States touring role of “Night Guard 
Scott,” promoting the DVD release of the movie Night at the Museum, 
starring Mickey Rooney, Robin Williams, and Ben Stiller. 



 

 

Scott also hosted “American Top-40 On-tour,” a two-year, 50-city U.S. 
excursion for ABC Radio Networks.  He served as reality field producer for 
MTV’s “Taildaters,” and later became show runner for MTV’s “Burned.”  
Scott received his Bachelor of Arts degree from Rutgers University majoring 
in Broadcast Journalism and Theatre Arts.  He lives with his wife in Los 
Angeles, CA and he enjoys cycling, singing, dancing, playing guitar, fund-
raising for charity events, and performing improvisational comedy. 
 
Patrick McHugh received his doctorate in Comparative Literature and 
Masters in Philosophy from Binghamton University.  He has taught at 
Boston University, Iowa State University, Drake University, and the 
University of Cyprus.  He currently teaches writing at the University of 
California, Santa Barbara, with a dual focus on humanities and business 
communication, including public-speaking. 
 
In addition to speaking in front of his classes on a daily basis, Dr. McHugh 
has delivered dozens of professional presentations in the U.S., Canada, and 
Europe, on topics ranging from literature and philosophy, to environmental 
rhetoric, to business communication and the craft of teaching.  He has 
published more than twenty academic articles, contributed opinion pieces to 
on-line websites, maintains two blogs, written a screenplay, and is currently 
writing a novel about the American conquest of California. 
 
He lives with his wife in Santa Barbara, where he designs and builds custom 
furniture for family and friends, especially his three grown daughters.  He 
enjoys hiking, bicycling, live music, and hosting poker nights. 
 
About the Book: 
Stage fright, also known as public-speaking anxiety, or performance 
anxiety, is the number-one fear among adults.  This practical, self-help 
manuscript for young people and adults provides readers with the tools and 
strategies necessary to becoming a better presenter.  Sharpen your skills, 
increase your confidence, and improve your performance.  
 
Eventually you will be asked to make a speech, whether it’s a wedding-day 
toast, accepting an award, or a business presentation.  People judge us and 
the companies we represent on how we present ourselves. This book is 
filled with helpful secrets and insights into the public-speaking challenges 
that trouble the novice speaker.  Complete with a contemporary approach, 
the reader is encouraged to step up to the microphone and deliver a 
compelling speech with confidence.  
 
   
 
 



 

  

 
"Success is a state of mind.  If you want success, start thinking of yourself 
as a success." 
 - Dr. Joyce Brothers, psychologist and TV personality 
 
 
 
  

- Mark Twain, author 
 
 

 
 

 

 
 

 
The IMproSolutions™ technique is highly effective for many people, 

professions, occasions, and events, including: 
 
 Academics Entrepreneurs Photographers 
 Actors Funerals  Politicians 
 Artists  Hobbyists  Religious 
 Attorneys  Instructional  Scientists 
 Birthdays  Introductions  Social Clubs 
 Business  Medical Field  Students 
 Ceremonies  Meetings  Teachers 
 Chefs  Musicians  Weddings 
 Coaches Pageant Winners Writers 
 

 

 



 

 

Be prepared for your next speech! 
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"According to most studies, people’s number-one fear is public speaking.  
Number two is death. Death is number two. Does that sound right?  This 
means to the average person, if you go to a funeral, you’re better off in 
the casket than doing the eulogy." 
 
 - Jerry Seinfeld, comedian 
 
 
 
  

- Mark Twain, author 
 
 

Chapter One: Your Inner Public Voice 

 
Chances are, you’re reading these words because public speaking makes 
you uncomfortable, or highly anxious, or even scared. Perhaps you feel 
something bad will happen when you get in front of an audience. Maybe 
you’re afraid you’ll make a mistake, or freeze up and forget what to say, or 
ramble on aimlessly. Despite the fact that you know more about the topic 
of your speech than anyone in the audience, you can’t think of anything to 
say that anyone wants to hear. You can’t imagine being funny, or poignant, 
or inspirational, or informative, or persuasive, or engaging, or even 
audible. You have no idea how to prepare for, write, or deliver a speech, 
even though you must speak, you agreed to speak, and everyone expects 
you to speak, soon. 
 
Chances are, you needn’t be so hard on yourself. You are certainly not 
alone. What you think of as your own personal and private obstacles, 
anxieties, or deficiencies are quite common. Comedian Jerry Seinfeld 
makes a joke out of it in the quote that begins this chapter, but he is quite 
right. Several surveys show that, of all the things that Americans fear, 
public speaking ranks number one. (We’re number one!) This fear can be 
socially debilitating at weddings and funerals, office parties, and even 
small family gatherings. This fear is also a primary reason why many 
people are unable to advance in their career, since nearly every profession 
involves substantial public speaking, especially at advanced levels. So 
relax. If you are uncomfortable speaking to an audience, you are normal. 
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Turn Nervousness to Your Advantage 
 

• Take the focus off of yourself and put it on your audience. 
 

• Prepare your mind and body to transform nervousness into 
engaging the audience. 

 
• Create a speech you believe your audience will appreciate. 

 
• Rehearse to the point of confidence. 

 
Chances are, in fact, that the reasons you think are keeping you from 
success in public speaking are not nearly so bad. Imagine, for example, a 
teenage boy full of the usual insecurities particular to that age, except that 
this boy has much more to deal with. He is sickly, has never been able to 
play sports, or exercise, or engage in any physical games of any kind. The 
other boys, as boys often do, shun him, taunt him, call him names: 
“weakling,” pansy,” “coward,” and so on. What’s more, the boy is an 
orphan since the age of seven, and his guardians, rather than protecting, 
nurturing, and preparing him for adulthood, are busy stealing his 
inheritance. If all that weren’t enough, the boy is chronically short of 
breath, has difficulty raising his voice beyond a whisper, and stutters. 
 
Chances are, this adolescent boy’s obstacles to success in public speaking 
dwarf yours. And yet these are the early beginnings of the life of 
Demosthenes (Dee-MOSS-Thee-Nees), the greatest orator of ancient 
Greece, whose public-speaking skills inspired and persuaded not only 
those who heard him when he was alive, but also millions more in the 25 
centuries since his death. His oratorical power came not just from his ideas 
about democracy or justice, but, more importantly, from his speaking style, 
his training to overcome his obstacles, and his emotional, intellectual, and 
physical preparation to deliver a speech. Indeed, other great orators, 
Plutarch, the influential Roman historian, and Henri Clemenceau, the 20th-
century French statesman, to name just two, found in Demosthenes’ 
success a model for their own. So can you. 
 
Chances are, by now, you can see where this idea is going. Success in 
public speaking is not a matter of chance. Public speakers are not born; they 
make themselves. Public-speaking skills are not innate in a few rare natural-
born talkers. Rather, public-speaking skills are born in all of us, and we can 
all, like the best public speakers, beginning with Demosthenes, discover, 
nurture, and develop our own, unique, natural-born talent. You included! 
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The Keys to Public Speaking: Five Steps to the Podium 
 
Demosthenes travelled to greatness as a public speaker by forging his own 
path. Fortunately, we have an easier time than he did, if only because we 
can follow his skills. Times and technology have changed considerably 
since his day, of course, but the best path still is the one laid out by 
Demosthenes (or perhaps by the legend of Demosthenes, since scholars 
debate some of the details). This path consists of five major segments or 
areas that he focused on in order to improve. They are the five key topics 
of this book, corresponding to the following five chapters. 
 
 
1.   Harmonize Your Mind  
The first and most important thing that Demosthenes did was recognize 
and accept the necessity that he needed to speak. Public speaking was his 
destiny, because his world demanded it in general and his circumstances 
demanded it in particular. The same is true for you and all of us, each in 
our own modern and uniquely personal way. Understanding and accepting 
the uniqueness of your circumstances, your own necessity to speak, is the 
key to finding your passion.  
 
Ancient Greek society, especially in Athens where Demosthenes lived, 
placed great emphasis on the public-speaking skills of its citizens. Their 
democracy and their contentious courts demanded highly skilled orators.  
Public speaking became the most important skill one could have. The 
amount of social mobility possible was unprecedented and depended, in 
large part, on one’s ability to be a persuasive speaker. Citizens could gain 
office, prevail in lawsuits, and aid in the adoption or rejection of a 
proposed decree. It was in every citizen’s interest to learn the art of public 
speaking. 
 
Our world today, in America and elsewhere, is no different in its emphasis 
on public speaking. True, we have a representative rather than direct 
democracy, so our voices are more typically written in newspapers and 
blogs and the like. Naturally we will almost always hire lawyers to speak 
for us in court. Yet very few, if any of us, get through school, or advance 
far in a career, or even live a full social life of friends and family without at 
least occasionally speaking in front of an audience, and most of us do it 
regularly. After 2,500 years of changes in societal institutions, not to 
mention advances in technology, the occasions and the forms of public 
speaking have changed, however the necessity to speak publicly and the 
advantages of doing it well, have not. 
 
Recognizing and embracing this fact is the crucial moment for each of us to 
find a passion for public speaking (as it is for passion in any aspect of life). 
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Common Myths that Cause Public-Speaking Anxiety 

 

1. Thinking you need to be brilliant or perfect to succeed. In fact, 
a little fallibility or fumbling or any sign of being human 
endears you to your audience.  

2. Imagining a hostile audience. In fact, your audience will 
almost certainly want you to succeed. 

3. Understanding nervousness as a bad sign. In fact, everyone 
gets nervous, which is a good thing, a sign that you care and 
that you have some energy.  

4. Believing that good public speakers are born. In fact, public 
speaking is a learned skill, which the best public speakers 
must learn and practice and improve. 

Demosthenes faced more compelling personal reasons than most of us. His 
guardians had been stealing his inheritance. He had to take them to court to 
recover what was left of his money, or he would have been not only without 
family but without the means to survive. The only way to respond was by 
making a case in court, a daunting matter for anyone, but especially for a 
teenage boy who was required to address the jury himself and convince 
citizens older than himself. But that’s the way it was. He could either accept 
the reality and put himself in a position to succeed, or he could lose 
everything. 
 
He of course accepted his destiny, embraced it, and thereby found the 
motivation, the passion, to succeed. He needed to learn how to speak in 
public, and so he did. It wasn’t easy. He learned public-speaking skills, 
practiced them, and, at first, often failed, but he kept at it, learned from 
each failure, and became better and better. So, when he came of age, barely 
20 years old, he pled his case before a jury of citizens, all of whom were 
undoubtedly older than he, and against his guardians who were themselves 
lawyers. And he won. 
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Public speaking may not be a matter of life and death for you (even if it 
feels like it), but you almost will encounter the need to speak publicly—
and have your own reasons to do it well. You’re probably required to make 
some kind of presentation at school or at work, most likely multiple 
presentations with varying topics, audiences, and purposes. Perhaps you 
are expected as the best man or maid of honor to toast the bride and groom, 
and expected to make people laugh and feel good in the process. Perhaps 
you would love to honor your beloved grandparent with a few poignant 
words at the funeral, if only you could get past your anxiety or fear of 
failure. In short, you will almost certainly have the need and the desire to 
speak well in public. 
 
Chapter Two of this book, “Harmonize Your Mind,” will help you to 
recognize and, more importantly, to accept, that public speaking will be 
your reality, your destiny, your present, and your future. It also offers ways 
for you to let your nerves enhance—yes, enhance—rather than debilitate 
your public-speaking skills. 

 
2.   Harmonize Your Body  
Understanding and accepting his need to speak in public, Demosthenes 
then faced the need to overcome his various physical shortcomings—a 
sickly constitution, a weak voice, a stutter. When speaking to a jury, when 
addressing the 500-member governing council, or when speaking before 
thousands in the Assembly of Citizens—long before the technological 
innovation of voice amplification—a strong physical presence, a loud 
voice, and clear enunciation were essential for success.  Since none of 
these came naturally to Demosthenes, he famously devised a training 
program. To increase his strength and endurance, he climbed steep 
hillsides while speaking aloud. To improve the volume of his voice, he 
stood seaside and made himself audible over the crashing surf. Most 
notably, he put pebbles in his mouth and forced himself to speak clearly. 
Clearly, his will to succeed drove him through this rigorous training 
program. 
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The Vocabulary of Body Language 
 

 
 Stance: People who stand on both feet, tall and relaxed, head held 

high, chest exposed, and arms by side say that they are confident 

and open to the audience. 

 

 Gestures: Movement of arms and hands can relate to your content, 

reinforcing what you say rather than distracting your audience. 

 

 Eyes: Looking at your audience, making eye contact with one 

person briefly, long enough to know you have made contact, then 

moving on to another, may be the best way to tell an audience that 

you want to engage them. 

 

 Smiling: Your smile communicates ease and confidence, lightens 

the mood, and breaks the barrier between you and your audience. 

 

 Face: A relaxed yet animated face communicates engagement. 

Focus on your topic, and let that, not your anxiety about yourself, 

animate your face. 

 

 

 
 



 

  7 

You will not face the physical demands of speaking without amplification 
in ancient Athens, nor will you likely confront such severe physical 
challenges as Demosthenes. Yet public speaking is nonetheless a physical 
activity, and being fit can make your job as a speaker easier and more 
effective. Thus an improvement in your public speaking skills will be 
among the many benefits of the good habits of healthy eating and exercise, 
advice you’ve heard from any number of sources, from your mother to 
magazines to the Food Network. You can also practice physical training 
specifically focused on your ability to engage audiences—your voice, your 
posture, your movements. 
 
In addition, and perhaps more to the point, if you get nervous about public 
speaking—and we all do, every one of us, even the best public speakers—
you might experience a range of uncomfortable and potentially debilitating 
physical reactions, beginning with sweaty palms and a dry mouth and 
possibly including, in the worst case, the shakes. The common anxiety 
associated with public speaking is similar to the fight-or-flight response, 
and may be a manifestation of that defensive mechanism deeply ingrained 
in our nervous system. Fortunately, you can also train yourself to manage 
these symptoms of nerves and refocus that nervous energy in service of 
your success. 
 
Chapter Three, “Harmonize Your Body,” offers a program of simple 
physical exercises to help you prepare for, manage, and channel your 
nerves and thereby get your body in the shape you need in order to excel in 
public speaking. 

 
3.   Know Your Stuff, But Speak to Your Audience 
Demosthenes probably didn’t need to study much about the facts of his 
legal case regarding the pilfering of his inheritance by his guardians. He 
knew his stuff. After he won his case and recovered what little was left of 
his money and property, he needed to make a living. Based on his success 
in court, he became a speechwriter for others, but he never took on a 
project unless and until he was fully knowledgeable of the facts. Again, he 
knew his stuff. More importantly, he needed to learn about his audience. 
He needed to understand the jury, what they were thinking, how they 
interpreted Athenian property laws, where their sympathies lay, and so on. 
Indeed, no matter how well he knew the details of his case, he needed to 
articulate these details in terms of the law that his audience understood. 
Successful public speaking comes first from knowledge of the subject, but 
requires especially good knowledge of the audience’s knowledge, 
perspective, and values. 
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A is for Audience 

 
First, consider what the audience knows, thinks, feels, and expects.  
 
Second, consider what you want the audience to leave knowing, 
thinking, and feeling.  
 
Third, draw upon your knowledge, perspective, and experience to 
move the audience from where they are to where you want them to be. 

 
Most of us will be asked or expected to speak, and will agree or volunteer 
or even remotely think to speak, in public only if we are already 
knowledgeable about the topic. In school or at work, you may be working 
on a project, a paper, or a report that you need to present to the class, to 
colleagues, or to clients. No one else knows this stuff like you. Other 
people want to know and it is your job to tell them. In social occasions, 
you already have personal and unique knowledge about or a relationship to 
an honoree—bride or groom, graduate or awardee, a late loved one—and 
the whole point is to share your knowledge, your stories, your feelings. 
Knowing your topic is crucial, but it’s probably the easy part.  
 
Much trickier, and too often neglected by inexperienced speakers, is the 
more important need to know your audience. Indeed, when you are 
thinking about what to say in your talk, especially when you are blocked 
with anxiety and can’t think of anything to talk about that anyone will want 
to hear, make sure to ask yourself the right questions in the right order. 

 
 First questions: What does my audience know? What do they want to 

know? What do I want them to know? 
 

 Second questions: How does the audience feel about what I will say, 
my topic? Positive or negative or neutral? Passionate or bored?   

 
 Third questions: Why am I speaking? What is my purpose? To inform? 

To persuade? To impress and entertain? If I have more than one 
purpose, which is primary? 

 
You’ll probably know the answer to these audience analysis questions 
yourself, but maybe not. You may have to do some research, ask people, 
go online or to the library, whatever it takes.  
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Chapter Four, “Know Your Stuff, But Speak to Your Audience,” 
encourages you to immerse yourself in the details of your topic, or more 
likely, recognize that you are already an expert, or expert enough, because 
you probably already know more than your audience. The emphasis, then, 
will be on knowing your audience, because that’s really the more common 
source of anxiety, and the way to relieve that anxiety. Remember that it’s 
not about you. Answer the question about what to say by thinking about 
your audience. Let your audience be your guide. 
 
4.   Select and Organize the Content of Your Speech to Achieve Your Purpose 
As an orator in ancient Athens, speaking to audiences in legal courts and in 
democratic politics, Demosthenes’ public speeches were almost always 
persuasive. He won his own legal case and many—but not all—others. He 
has become famous mainly for his “Philippics,” a series of speeches 
defending Athenian democracy against the imperial aims of Philip, King of 
Macedonia, the father of Alexander the Great. From his quite personal 
beginnings to historic heights, Demosthenes engaged in contests to win the 
hearts and minds of audiences, contests with high stakes and highly 
motivated opponents who also aimed to win. 
 
Your public speaking will almost certainly be less demanding, with a 
purpose more easily achieved and with less at stake. The vast majority of 
the time, the purpose of your professional speeches will be to provide 
people information that they want to hear and will find useful. For family 
and other social occasions for public speaking, your purpose is usually 
ceremonial—to honor, to thank, or perhaps to entertain.  If you are in law 
or politics, marketing or public relations, or another field whose purpose 
involves persuasion, or a professional actor with the charge to entertain, 
you’ll have more demanding public-speaking occasions, but you’ll also 
receive extensive training to succeed. The rest of us face less pressure, but 
we can still follow the lead of Demosthenes.  
 
To succeed, Demosthenes immersed himself in the techniques of crafting a 
speech, also known as rhetoric. He attended speeches by well-known 
orators and studied them, noting their logical organization and linguistic 
flourishes. He hung around sophists, professional public speakers in 
ancient Greece, who were part philosopher, part teacher, part spin doctor. 
In this way, he learned to put his knowledge of his topic and his audience 
together with the power of language to create effective speeches. Then, as 
now, rhetoric was a complex and difficult area of study with a very long 
tradition, but its basics boil down to the relationship between three simple 
elements: topic, audience, and purpose. Crafting a good speech involves 
thinking about what, from among all the things you know, will work to 
achieve your purpose, based on your knowledge of the audience.  
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Top Ten Occasions for Public Speaking 

 
1. Presenting information at work 

 
2. Making a sales or fundraising pitch 

 
3. Making a toast at a wedding, birthday party, or other 

celebration 
 

4. Delivering a eulogy or words at a memorial service 
 

5. Running a meeting 
 

6. Welcoming an audience or group of guests 
 

7. Introducing a speaker 
 

8. Presenting an award 
 

9. Accepting an award 
  

10. Giving thanks 
 

 
Chapter Five, “Selecting and Organizing Content to Achieve Your Purpose,” 
helps you craft your speech by laying out guidelines for basic rhetorical 
strategies. It also offers specific guidelines and templates for numerous 
common public-speaking occasions, both for work and for social events. 

 
5.   Engaging your Audience Through Your Performance 
When Demosthenes was still young and struggling against his guardians, 
he trained himself in part by speaking in the public areas of Athens. He 
typically failed miserably to be engaging or convincing. After one failure, 
Satyrus, an actor, struck up a conversation with the youth, during the 
course of which he asked Demosthenes to read a speech from one of the 
great Greek plays. When he finished, Satyrus read the same passage, and 
Demosthenes understood instantly. Public speaking is performing in voice 
and pauses, gestures and timing. Based on this one lesson, Demosthenes 
dedicated himself to learning the art of performance. He practiced in front 
of a mirror, which he brought into a grotto or small cave to rehearse. He 
even, the story goes, shaved one side of his face and head to prevent 
himself from going out in public until he had rehearsed extensively. 
Much has changed since the time of the ancient Greeks, but public speaking 
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"It usually takes me more than three weeks to prepare a good 
impromptu speech."  

- Mark Twain, author 
 
 

is still performance: harmonizing of mind and body, the knowledge of topic 
and audience, the crafting of a speech, all of which enhance the performance. 
You thus need to learn and practice techniques to orchestrate your voice, 
your body, and whatever technological equipment you use. The basics of 
good public-speaking performance involve: 
 
 Your voice: How fast to speak, when to pause, and when to raise or 

lower the voice 
 

 Your body: When to move, when to stay still, and how to use gestures 
and eye contact, posture, and position 

 
 Your equipment: How to get microphones, videos, slides, and other 

audio-visual aids to enhance your performance 
 

Learning the basics means, of course, practice, practice, practice, or better 
yet, rehearse, rehearse, rehearse your performance. In fact, consider your 
actual speech itself as a rehearsal for the next time. As with any skill, 
you’ll keep getting better with more experience. 
 

 
Like Twain, the most effective speakers prepare themselves to improvise. 
Practice and rehearse, and know your speech so well that you can stop thinking 
about it. Trust your preparation, your harmonizing of mind and body to channel 
nerves, your immersion in topic and audience, and your careful crafting of the 
speech; all of it allows you to enter into the moment and simply communicate 
with the audience. The best speeches are not read, nor are they memorized and 
recited; they’re improvised. Not completely, of course, since you need to cover 
topics in a certain order, as well as stay focused and on time. But truly great 
speeches have an element of the spontaneous, of an unmistakable interaction 
with the audience.  Craft the content and organization of your speech, memorize 
the outline, and then trust yourself and your knowledge of the material to let the 
words come naturally as you interact and connect with the audience.  
 
Chapter Six, “Engaging Your Audience through Your Performance,” offers 
you multiple tips for making your voice, your body, and your equipment 
work to engage an audience in your speech. It also offers an extended 
glance at the art of improvisation in public speaking. 
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IMproSolutions™: From Fear to Confidence 
 

Stage fright, also known as public-speaking anxiety, or performance 
anxiety, is the number-one fear among adults.  Eventually you will be 
asked to make a speech, whether it’s a wedding-day toast, a retirement 
farewell, or a business presentation.  IMproSolutions™ gives you the tools 
and strategies you’ll need to become a better speaker, and focuses on 
sharpening your skills, increasing your confidence, and improving your 
performance.  

 
The five steps outlined above and detailed in the following chapters are 
designed as an integrated system to help you overcome your fear of public 
speaking, to give you the confidence to perform, and to set you on the path 
to success with audiences. Understanding how the parts of the system work 
together will help you travel the path from fear and panic to confidence and 
success. This comprehensive method aims to help you turn your nerves to 
your advantage by helping you: 
 
 Accept the necessity to speak in public and embrace that necessity as 

an opportunity to achieve your goals. 
 Harmonize your mind and body to accept and embrace your nerves as 

normal and necessary, to transform your nerves into positive energy, 
and to avoid or mitigate the physical effects of nerves. 

 Shift your focus from yourself to your audience, and so begin the 
process of channeling your nervous energy into a dynamic, interactive 
performance. 

 Craft a speech that meets your purpose and enables you to forget about 
yourself as you focus on your audience. 

 Learn, practice, and improve the techniques of impromptu performance 
in order to engage your audience and find success. 

  
With each step, each rehearsal, each speech, your confidence in your 
public-speaking skills will grow. You will find more enjoyment in your 
professional and social life, build strong relationships, and even begin to 
understand that, as entertainers always say, being in front of an audience 
can be great fun. 
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"There are two types of speakers: those that are nervous and those that 
are liars." 
 - Mark Twain, author  
    

 

Chapter Two: Harmonizing Your Mind to 
Find Your Passion 

 
 
Public speaking makes everyone nervous. However, Mark Twain, who in 
addition to being a well-known writer was also a professional speaker, and 
many other speakers you admire have learned to turn their nervousness 
from a disadvantage into an advantage. How do they do it? More to the 
point, how can you do it? How do you overcome your fear of public 
speaking? 
 
The first answer is, you can if you want to. That’s the reality, born out by 
scholarly research and countless success stories of public speakers who 
have overcome their fear, channeled their nerves, and enjoyed the benefits 
of competency in public speaking. You can harmonize your mind using a 
version of what psychologists call cognitive therapy, and train yourself to 
abandon destructive thought patterns in favor of a constructive mindset. 
It’s your choice. 
 
Developing this mindset is important, because you need to make the choice 
to embrace your public-speaking destiny in order to give the strategies and 
techniques in the following chapters a chance. With a harmonized mind, 
you will find the passion you need to perform the exercises designed to 
harmonize your body, to craft a speech focused on your audience, and to 
learn, rehearse, and improve the skills of delivering an effective speech. 
Once you decide to confront your fear, you will begin a self-sustaining 
loop of training which leads directly to improved performance and then to 
a rededication to training, all of it working to channel your nerves into a 
positive energy. 
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Top Ten Fears 
 

1.    Fear of public speaking (glossophobia) 

2.    Fear of death (necrophobia) 

3.    Fear of spiders (arachnophobia) 

4.    Fear of darkness (ahluophobia, scotophobia or     

 nyctophobia) 

5.    Fear of heights (acrophobia) 

6.    Fear of people or social situations (sociophobia) 

7.    Fear of flying (aerophobia) 

8.   Fear of open spaces (agoraphobia) 

9.    Fear of thunder and lightning (brontophobia) 

10.  Fear of confined spaces (claustrophobia) 
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Harmonizing your mind involves embracing two connected moments of 
your public-speaking destiny:  
 
1. The stick of reality: You need to hear the voice that tells you that your 

destiny is to speak in public, which, in the way of destiny, involves a 
very clear existential choice. You can deny your destiny or you can 
embrace it. To make this choice, you need to understand its 
consequences. Denying your public-speaking destiny prevents success 
in school, at work, and with family and friends. Embracing your 
public-speaking destiny opens the possibility of academic, 
professional, and personal success. Think about it for a minute, and 
you’ll agree that your choice is really that stark, that simple.  
 

2. The carrot of success: You also need to be able to see, indeed, to feel 
the benefits of turning your public-speaking nerves to your advantage—
and understand the many advantages. Some are more obvious, like good 
grades, promotions, raises. Some are more subtle, like giving joy and 
honor to your loved ones. Some are great advantages that most people, 
even successful speakers, are wont to miss, such as the knowledge that 
embracing and succeeding at public speaking leads to a fuller, richer, 
more satisfying life. 

 
Properly motivated by reality and its rewards, you can further harmonize 
your mind by orienting yourself to a positive, realistically successful future 
reality. That is, you can visualize that reality, which helps ease your 
nerves, builds confidence, and enables success. You’re going to want that 
confidence, not only to get in front of audiences for the first time, but to 
learn from your mistakes and return to the podium again, eager to get 
better each time. In this way public speaking can become another 
dimension of your life, bringing rewards and satisfactions that make your 
life richer and help you become more engaged in your life.  
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Embracing Your Public-Speaking Destiny 
 
It’s a fact: you will face the obligation—or at least the expectation, others’ 
and, if you are honest, your own—to speak publicly, in academic, 
professional, and/or social situations. You thus face a common human 
choice. You can deny, avoid, slide by, or otherwise do a poor job of public 
speaking. Or you can embrace your destiny, work to fulfill the expectations 
of your audience, and put yourself in the position to reap the academic, 
professional, social, and, not least, psychic benefits. You can run away 
from your life, or you can live it.  
 
Embracing your destiny doesn’t mean that your fears and anxiety about 
public speaking magically disappear. It does mean that you’ve made the 
first, most important, and possibly most difficult step toward overcoming 
your fears. In other words, you’ve decided to confront your fears, confront 
the reality that public speaking makes you—like it makes us all—nervous.  
Nerves are part of the reality of public speaking, and embracing that reality 
means addressing your nerves, preparing for your nerves, channeling them, 
and turning them to your advantage. 
 
While some people may feel nervous about giving a speech or 
presentation, a much smaller group may have social anxiety disorder. You 
may worry for weeks or months in advance of a speech or presentation, 
and you will probably have extreme physical symptoms during a 
performance, such as shaking, blushing, a pounding heart, quivering voice, 
and shortness of breath, nausea, or even blackouts. Your fear may interfere 
with your life, causing you to change courses at college to avoid a required 
oral presentation, to change jobs or careers, or to turn down promotions 
because of public-speaking obligations. If you have intense anxiety 
symptoms while speaking in public and your ability to live your life the 
way that you would like is affected by it, you may have social anxiety 
disorder. You should seek treatment. 
 
In any case, whether you have normal nerves or a type of phobia, relieving 
the anxiety around public speaking is possible, and, in fact, is relatively 
easily and usually successfully managed. To make your nerves work for 
you, you need first to have a realistic mindset about public speaking. 
Consider the following chart of thoughts about a pattern of thinking related 
to a routine presentation in class or at work. 
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Fearful View 

 
Realistic View 

 

Thought 
 

“I have to make this 
presentation I’m going 
to hate.” 

 

“I have to make this presentation. Public 
speaking makes me nervous, but, because I 
want to do well, I’m going to prepare and 
do the best I can.” 
 

 

Belief 
 

“I’m lousy at making 
presentations.” 

 

“I need to improve my ability to make 
presentations.” 
 

 

Expectation 
 

“I’ll make a mistake, 
embarrass myself, 
freeze with nerves, or 
otherwise tank.” 
 

 

“I’m going to make a presentation that is 
better than the last presentation I made.” 
 

 

Attitude 
 

“I’ll never overcome 
my nerves.” 

 

“I owe it to myself and to everyone around 
me to face reality, embrace my public-
speaking destiny, and do what I need to do 
to make the best presentation I can.” 
 

 

Behavior 
 

Procrastinate and 
prepare minimally. Or 
obsessively over-
prepare things you can 
control in advance, like 
details about your topic, 
clothes, and 
technological aids. 
 

 

Prepare mentally and physically. Craft a 
talk with a focus on your audience’s needs 
and responses. Rehearse to the point that 
you can trust your spontaneity. Make sure 
the room and the technology are set up 
properly. Take a deep breath in front of 
your audience to initiate your movement 
into the moment. 
 

 

Performance 
 

Scrape by at best. 
 

 

Meet or exceed your audience’s 
expectations. 
 

 

How You 
Feel 
 

 

“I’m glad that’s over.” 
But part of you also 
feels embarrassed at 
your poor performance. 
Plus you still feel 
anxiety about public 
speaking, possibly more 
than before. 
 

 

“I’m glad that’s over.” But you also feel 
pleased that things went well, gratified that 
your efforts succeeded, and pretty good in 
general about yourself. Plus you feel your 
confidence in public speaking gaining 
ground on your nerves. 
 

 

What You 
Learned 

 

“I’m lousy at public 
speaking.” 

 

“I can get better at public speaking, and I 
know what to improve to make me better.” 
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“Let your hopes, not your hurts, shape your future.” 
 
        - Robert H. Schuller, author 

   

 

Notice that the right column is appropriately called “Realistic View” 
because at no time does it rely on wishful or magical thinking. Success in 
public speaking doesn’t involve lightning bolts or fairy godmothers who 
instantly transform your fear or nerves into confidence, miraculously 
endow you with the ability to enthrall audiences just by showing up, or 
pretend that public speaking is easy or always fun or nerve-free. Rather, 
realistic thinking embraces public speaking as it is: nerve-wracking but 
manageable as a learned and practiced skill. 
 
In fact, the “Fearful View” is the magical tale, since it relies on unrealistic 
ideas about the speaker’s lack of capacity, about the unforgiving nature of 
audiences, and especially about public-speaking ability as if it were sent 
from the gods rather than earned by smart preparation and practice. More 
accurately, the fearful view is limited to only the negative part of emotions 
surrounding public speaking. It lets fear conquer hope, squash desire, and 
distort the objective truth about reality. Also, in its self-fulfilling negativity 
that begins with the conviction of failure and ends by confirming that 
failure, the fearful view is the perfect recipe for creating an ever-deepening 
rut of fear and failure.  
  

 
 
Your view, your perspective, and the way you think about public speaking 
matters, and it matters a lot. It can propel you forward or hold you back. 
The choice is yours. 
 
 
Reaping the Rewards of Effective Public Speaking  
Public speaking evokes not only the stick of reality hitting you in your 
motivation. It also evokes a raft of carrots, enormous benefits that come 
with success in front of an audience. If you are like most people, the 
benefits provide even greater motivation to overcome your fear, channel 
your nerves, and learn to become an effective speaker. Think about it for a 
second: if all you get out of public speaking is to avoid a spanking by 
reality, then that’s certainly an important thing. But you’ll be more 
motivated if you have more to gain. 
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So what motivates you? Academic success, good grades, a high GPA? Of 
course. Professional success, raises, promotions, higher status? Sure. The 
audience’s appreciation, admiration, applause? Why not? All of these 
extrinsic rewards become possible with, and often depend upon, your 
success in public speaking. How about intrinsic rewards, the rewards that 
are not given to you by others from the outside, but that come from the 
public speaking itself. Are you motivated to do a good job? Do you want to 
accomplish your purpose—make a sale, motivate employees, honor a 
loved one? Do you want to fulfill your potential as a public speaker and, as 
they say in the Army recruiting ads, be all that you can be? Research 
shows, in fact, that people are more motivated, especially for the long haul, 
not by money, accolades, and status, but by intrinsic rewards.  
  
That’s not to say that money, accolades, status, and other extrinsic rewards 
aren’t nice, or even important and necessary. Extrinsic rewards tend to be 
basic, even primary. But they tend not to be enough. As humans, we want 
more out of life. In other words, as the psychologist Abraham Maslow 
pointed out in a chart that is widely prevalent, especially in business 
circles, humans have a hierarchy of lower and higher order needs. 
Note that the extrinsic rewards for good public speaking tend to meet the 
basic needs, providing a solid basis for a life, but, by themselves, don‘t 
constitute much of a life.  
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Maslow’s Hierarchy of Needs 
 
 

 
Self-Actualization 
 
 
    

 
 
Self-Esteem 
 
 

 
 

  
Love, Belonging 
 
 
 
 
 
 

Safety-Security 

 

 
 
 
Survival 
 
 
 
 

 

 

 

 
• Earning enough for luxuries and comforts 
• Owning property 
• Working in a steady job 
• Having good health and access to good 

health care 

 
• Having access to basic physical needs like food, 

clothing, water, shelter, a place to sleep, and 
perhaps sex 

 

 
• Determining your own destiny 
• Serving humanity 
• Developing talents and abilities 
• Doing your best 

 
• Feeling good about yourself 
• Being respected by others 
• Having confidence in your abilities 
• Being recognized as unique 

 
• Relating well with family, friends, and 

co-workers 
• Working in concert with others 
• Feeling needed and appreciated 
• Promoting the welfare of your group 
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“The most valuable thing you can make is a mistake -- you can't learn 
anything from being perfect.”  
 
   - Adam Osborne, american entrepreneur 

Extrinsic Rewards from Public Speaking: A Case Study 
Consider Jonathan, who, in the last semester of his senior year, landed a 
paid internship with a big city marketing company based on his excellent 
grades. The internship was basically an audition for a job, so Jonathan was 
plenty motivated to do well. In addition to his mostly “go-fer” duties, he 
took the initiative to put together some marketing materials using his own 
concepts and images for a local natural history museum’s summer 
exhibition. His boss, the internship supervisor, liked them well enough to 
include them as an option for the museum people to consider, and she 
invited him to go to the museum with her to make the presentation to the 
director and senior staff.  
 
Jonathan saw this as a huge opportunity to impress his boss and get that job 
offer. Yet he was petrified. He hated public speaking. He was great with 
words and images on a computer, but he had messed up each of three times 
he made a presentation in college classes. He did not want his future riding 
on an oral presentation. But it did. 

 
With an afternoon to prepare a ten-minute PowerPoint presentation for the 
following morning, Jonathan sat down at the computer immediately after 
lunch and didn’t get up again until 5:00. After a quick trip to the restroom 
he sat down again until after 9:00, when the janitor kicked him out. He 
went home and worked on it more. He wrote out everything he wanted to 
say and put it all on slides. He knew it was too long, so he took things out, 
then put them back in, toyed with text and images and animation and sound 
clips past midnight, when could no longer tell a logo from an apostrophe. 
He went to bed but couldn’t sleep and was up again the next morning at 
5:00 working on the presentation. He wasn’t going to fail for lack of effort. 

 
Jonathan arrived with his boss and saw that everyone, including the 
museum director, was dressed casually, some in jeans. He started to sweat 
in his pin-striped suit. After he nervously shook hands all around, he spent 
the rest of the settling-in period fixated on the computer, pretending to set 
up the PowerPoint presentation. By the time his boss got through her part 
and introduced him, his heart was racing, his hands were shaking, and he 
had to go to the bathroom from all the coffee he drank that morning.  
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"Fair or not, people judge us based on how we present ourselves." 
 
 - Scott Topper, author and show host 

He glanced at the smiling, much older faces in his audience, then quickly 
down at the computer. He read from the slides in a voice that became lower 
and lower as his mouth became drier and drier, his breath shorter and 
shorter. At one point, a bead of sweat he hadn’t noticed dripped off his 
nose onto the keyboard. Ten minutes passed like lightning and he was only 
half-way through his excruciatingly detailed presentation. His boss 
interrupted and took over, rescuing him—and his audience—from the 
disaster. 
 
Afterwards, his boss was gracious and told him he’d do better next time. 
But there was no next time, not at that firm. Despite his otherwise excellent 
work, he never got the job offer. However he did learn an important, 
invaluable lesson. Jonathan vowed to get better at public speaking. 

 

 
You may not have lost a job because of a poor presentation, but you may 
recognize the situation nonetheless. Perhaps you’ve been part of or 
witnessed a parallel situation, in which a reward you coveted—a good 
grade, a positive job review, a sale—depended on your public-speaking 
ability. Don’t you want that reward? Aren’t you motivated to get better at 
public speaking? 

 
 

Intrinsic Rewards of Public Speaking: A Case Study 
   
Annette is a nurse specializing in obstetrics and gynecology. In addition to 
working at the maternity ward of her local hospital, she also helps out the 
neo-natal program at a clinic in her neighborhood. For a couple of years, 
she assisted doctors examining pregnant women. Then another nurse, 
Noreen, who had been teaching the birthing classes, herself became 
pregnant and asked Annette to take her place. Annette was the only logical 
replacement, so she agreed to teach the class. 
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One-on-one with a patient, especially a pregnant woman, Annette was very 
confident, since she had several years of nursing experience and was 
herself a mother. Her confidence, moreover, was based not only on her 
knowledge, but also on her understanding that her patients needed more 
from her than simply knowledge. Above all they wanted reassurance that 
everything, especially their baby, was going to be fine. They needed this 
reassurance so that they would remain calm in the delivery room, and calm 
meant safe. So Annette made a special effort to keep the women calm and 
ease their fears. She was able to do this successfully, she knew, because 
she was herself calm, confident, and able to discuss the seriousness of 
childbirth and its risks while also celebrating the joy and the miracle of a 
new baby. Annette knew how important it would be to project the same 
calm and confident demeanor in front of a group. 
 
Easier known than done. Annette was a nervous wreck. The last time she’d 
spoken in front of a group of any kind was in nursing school, and that 
hadn’t gone so well. Her nerves had pushed her into high gear, and she 
talked fast and loud, mowing through ten minutes of material in six 
minutes. She knew she couldn’t repeat that performance, not when the 
lives of mothers and babies might be at risk if she let her anxiety about 
public speaking infect a birthing class full of pregnant women and their 
delivery-room helpers. She had to get better at speaking in front of a group. 
  
So Annette began attending the final few classes that Noreen taught to see 
how it was done. She found it helpful to meet the individuals in the class, 
some of whom she already knew, from the doctor’s exams or just from the 
neighborhood. She chatted with many as they arrived, talking about their 
pregnancies—boy, girl, due date, names, baby showers, and so on. When 
Noreen spoke to the group, she was calm, confident and reassuring, as well 
as knowledgeable. True to her own personality, Noreen was all business, 
putting the couples through their exercises, preparing them for their 
delivery room ordeal, and insisting that any celebration wait until the baby 
was safely born. Annette learned from Noreen’s professional speaking 
style and appreciated her calm demeanor, but unlike Noreen, she didn’t 
have a domineering, strongly authoritarian personality. 
 
Annette decided not to imitate Noreen, but to instead be the warm, cheery, 
reassuring person she was with individual patients. Accordingly, when 
preparing to teach her own class, she changed Noreen’s lesson plans to 
emphasize not so much a smooth, error-free medical procedure, but the 
pregnant couple’s desire for a safe, happy bundle of joy. The more she 
prepared for her presentations, the more confident Annette became about 
actually standing up in front of the class. 
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“One of the greatest diseases is to be nobody to anybody.” 

 
 - Mother Teresa, missionary 

 
On the first day, Annette was still a bundle of nerves, but she knew her 
stuff, felt passionate about helping bring happy babies into the world, and 
had even practiced what she was going to say in front of her husband. She 
was as ready as she could be. When she stood in front of the class, her 
stomach was churning, her adrenaline levels high, her heart rate fast, but 
she was nonetheless calm on the outside. Only she knew she was nervous. 
When she opened with remarks about happy babies, the couples responded 
with the appropriate smiles and coos, and she was off. Each subsequent 
class followed the same pattern: initial nerves that abated as the class got 
going. By the end of the four-week class, she was generating laughter and 
enthusiasm from the group with her happy baby talk. 
 
Though she never got over her nerves, Annette felt confident about her 
work in the class. Her students thanked her at the end and, more 
importantly, each went on to deliver happy babies. Though she didn’t 
make a dime since she worked at the clinic as a volunteer, Annette knew 
she had given moms, babies, and families a valuable gift. She felt well 
rewarded. 
 
You probably will not have a life-or-death situation riding on your success 
as a public speaker. Still, you can tap into the power of intrinsic motivation 
to help you prepare for and deliver a successful speech or presentation. 
What is your intrinsic motivation? What makes you feel good about 
yourself? What do you want to contribute to the world?  
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"Too many of us look upon Americans as dollar chasers. This is a cruel 
libel, even if it is reiterated thoughtlessly by the Americans themselves." 
  
 - Albert Einstein, physicist 
 

Why Intrinsic Rewards Are More Powerful Than Extrinsic 
Rewards 
 
Over time, intrinsic rewards are stronger, more effective and more 
powerful motivation than extrinsic rewards, because they tap a richer, more 
passionate, more joyful sense of yourself as a human being. Public 
speaking can do that for you too—it allows you to find a richer, more 
passionate, more joyful sense of yourself. 
 
1. Intrinsic rewards meet your higher needs. Money, for example, can 

buy lots of stuff and security, but it can’t buy satisfaction. Nor can you 
buy love, family, belonging, or self-fulfillment. Money can make many 
things possible, but, by itself, money is not enough. You can get paid 
to speak in public, but is that really enough in the long run? 
 

2. Intrinsic rewards make you free. Think about it. If you are responding 
to external rewards, then you are in the power of the one who hands 
out the rewards. Some people say money provides freedom, but it’s not 
that easy or simple, because you are dependent on whomever is giving 
you money. You’re like the seal in an aquarium act, doing tricks for 
the bits of fish the trainer throws your way. Or you’re a lab rat running 
in a maze for the drop of sugar at the center. You can determine your 
own destiny if you speak in public for your own intrinsic rewards, to 
accomplish something you want accomplished. You’re not following 
anyone else’s agenda but your own.  
 

3. Intrinsic rewards make you happy. If what motivates you are the 
money, the promotions, and the perks, if you don’t care much about or 
believe much in the intrinsic value of what you do, then you are 
engaged in a type of cynicism that, in the long run, will make you 
miserable. You know this because you’ve been there. Remember that 
class you hated, with a lousy teacher and a stupid subject of no value to 
you? You were there only for the grade, the credit toward graduation, 
that is, the external reward. Even if you got an “A,” you were 
miserable. You don’t want to go through life like that. Public speaking 
is already difficult enough. Why open yourself up to more misery by 
doing it just for the extrinsic rewards alone? Instead, open yourself to 
the intrinsic rewards and to your shot at happiness. 
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"Whether you think you can or you think you can't, you're right." 
 
 - Henry Ford, industrialist 

You are motivated by money, status, acclaim. Who isn’t? But you are also 
not that shallow. Even in your professional life, you want to achieve not 
just for the money, status, and acclaim but also for the sake of doing 
something well. Public speaking is worth doing well, because you can 
meet the needs of your audience and accomplish a higher purpose than an 
external reward. Dismiss that higher purpose at your own peril. Believe it, 
and your public speaking will benefit from a broader range of motivation. 
 
 
Visualize Your Success at the Podium 

  
We visualize the future all the time, whether we’re aware of it or not, 
whether it’s conscious anticipation or unconscious expectation, good or 
bad, happy or sad. Our anticipations, expectations, and imaginings about 
the future, in fact, have a huge impact on that very future. You know this to 
be true in the simplest of ways. Say, for example, you’ve been told that a 
movie—or concert or play or book—is great, and you have to see it, listen 
to it, read it. When you do, it fails to meet your high expectations. In fact, 
this experience is common for heavily advertised cultural products. Or 
alternatively, you expected a movie to be trivial, but it turned out to be a 
pleasant surprise. Your expectations—your vision of the future—influence 
your experience in the future. That’s a fact. 
It’s true not only of passive experiences, like watching movies, but also 
activities like public speaking. And visualization affects not only your 
emotional experience but also your performance. In fact, as you may 
realize, anxiety about public speaking can derive almost entirely from your 
visualization. You see yourself making mistakes, embarrassing yourself, 
and so on. Most people say that the expectation—or dread—is the worst 
part of the anxiety (just as some say that anticipation of pleasure is the best 
part). It’s also self-fulfilling, a kind of prediction of the future that is likely 
to come true. If you go up to the podium anticipating that you will falter, 
expecting to falter, visualizing failure, then chances are that your vision 
will become real. 
  
Fortunately for us, the reverse is also true: we can visualize success, and it 
too will come true. It sounds magical, but it works. Research shows that 
you can dramatically improve your performance through visualization. 
Consider these two remarkable and well-known examples. 
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1. Australian psychologist Alan Richardson took some basketball players 
and split them into three equal groups. One group was told to practice 
their free-throw technique twenty minutes per day. The next group was 
told to spend twenty minutes per day visualizing, but not attempting 
free throws, and the final group neither practiced nor visualized. At the 
end of the trial period, the group that had done nothing remained no 
better as free-throw shooters, but both the other groups showed similar 
degrees of improvement. The people who only visualized playing 
basketball were able to perform almost as well as the ones who had 
actually practiced. 
 

2. Acclaimed Chinese pianist Liu Chi Kung was imprisoned for seven 
years during the Cultural Revolution, during which time he had no 
access to a piano. When he returned to performing after he was 
released, his playing was better than ever. Asked how this was 
possible, since he had not practiced for seven years, he replied, “I did 
practice every day. I rehearsed every piece I had ever played, note by 
note, in my mind.” 
 

How does it work? No one knows for sure. It’s probably akin to the magic 
of confidence, that most desirable and most fickle of emotions. Some 
researchers believe that positive visualization creates a neurological 
pathway for success that, like gaining confidence, goes a long way toward 
producing success. In any case, it works for athletes, performers of all 
kinds, and for many successful people. It can work for you, too. 
Here are some guidelines for visualization exercises—and visualization is 
an exercise. Just as physical exercises build strength by honing and toning 
your muscles, so visualization exercises build strength of the mind by 
honing and toning your confidence. 

 
1. Visualize your success every day, twice a day at least. Most folks find 

the moments before falling asleep and just after waking up to be the 
most convenient times of the day. You can make use of the quiet and 
solitude to close your eyes and open your mind’s eye. If you are 
especially anxious about an upcoming speech, you will benefit from 
more frequent visualization to counter the negative images bubbling up 
from your subconscious, so exercise your confidence more often, 
whenever you can find a few minutes. 
 

2. Visualize success you can believe. You are not going to turn into a 
dynamic, make-‘em-laugh, make-‘em-cry speaker overnight. You can 
get there, but you have to start with the more modest successes of 
meeting your audience’s needs and accomplishing your purpose. You 
can believably attain modest success, and your belief in yourself is 
paramount to your success and the success of your visualization 
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exercise. To put it another way, if you can’t imagine yourself 
succeeding, you can’t visualize it. So give yourself some credit. 
Imagine yourself a modest success. 

 
3. Visualize your own personal success. Picture the details that make 

your experience unique to you. Picture the clothes you will wear. 
Picture the room, its color, and lighting. Picture the technology you 
will use, where it is in the room, where the buttons (or whatever 
navigation tool applies) are located. Picture your audience, their 
clothes, their faces, their expectations, and their hopes for your 
success.  

 
4. Visualize your own actions. This is the most crucial, the heart of the 

exercise. Picture yourself using the strategies and techniques you will 
learn in chapters four through six. In fact, you can work this exercise in 
conjunction with developing the specifics of those strategies and 
techniques, so that you can visualize your actions in greater and greater 
detail as you craft the details of your speech. And your visualization 
can help you craft your speech, meet your audience’s needs, and even 
include or exclude particular points to accomplish your purpose. 

 
5.  Picture yourself moving to the podium (or to the front of the room). 

See your stride, your posture, the movement of your arms. See yourself 
making eye contact with the audience as you take a deep breath and 
launch into your talk. 
 

6. Picture yourself employing strategies to engage the audience, not the 
audience’s reaction but your own execution, the part you control. See 
yourself moving through the parts of your speech in order, from the 
interactive hook to engage your audience at the outset to the summary 
of its relevance at the end. 

 
7. Picture yourself saying key lines, points of emphasis, transitions. See 

yourself modulating your tone of voice, your enunciation, your 
volume, your timing. See your gestures and your gaze into the 
audience.  

 
8. Visualize the rewards of your success. Not too much, now. Don’t get 

carried away into fantasy land. Keep your rewards modest and 
believable. But indulge yourself a bit. Visualize is probably too weak a 
word, since you want to really feel the rewards. First feel the extrinsic 
rewards, the applause, accolades, the promise of professional 
advancement. Now feel the intrinsic rewards, the pride in doing well, 
the satisfaction of meeting your audience’s needs and expectations, and 
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“I have missed more than 9,000 shots in my career. I have lost almost 
300 games. On 26 occasions I have been entrusted to take the game-
winning shot... and missed. I have failed over and over and over again in 
my life. And that is why I succeed.” 

 - Michael Jordan, athlete 

the glow of accomplishing your purpose and fulfilling some part of 
your potential. 

 
Remember, though, that visualization is only a part of the preparation for 
public speaking, the mental part that exercises your confidence and 
harmonizes your mind. By itself, it’s simply wishful thinking and pure 
fantasy. Without the physical exercises that manage your nerves, without 
organizing a speech that meets your audience’s needs and fulfills your 
purpose, without rehearsing and refining your techniques, and especially 
without actually getting up in front of an audience and making a speech, 
visualization can becounter-productive. However, as part of preparing 
yourself to succeed when speaking before an audience, visualization 
exercises can give you essential confidence. Give it a try. 
 
 
Practice Makes Perfect, or Less Imperfect 
 
Let’s face it. No matter how much you visualize success, no matter how 
faithfully you follow the guidelines for success outlined in this and 
subsequent chapters, your public speaking will not be flawless, certainly 
not the first time, probably not the tenth time, and perhaps not ever. You’ll 
make mistakes and leave yourself room for improvement because, after all, 
you’re human. You weren’t born with proficiency at public speaking. You 
have to learn, and, in particular, learn from your mistakes. This news is 
less than earth shattering – that we learn, or at least, could and should 
learn, from our mistakes. It’s the hard way, but, in some respects, the only 
way to learn a new skill. The really difficult task, though, is getting up in 
front of an audience again after a sub-par performance. In fact, learning 
from your mistakes is as much a matter of emotional confidence as it is 
rational analysis.  
 
Before you can coldly and objectively analyze your performance, 
understand your strengths and weaknesses, and formulate a plan to 
improve, you have to firmly believe that you can learn, improve, and have 
greater and greater success in front of an audience. You also need to 
understand that it will take many trips, in front of many audiences.   
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"Look, I don't want to wax philosophic, but I will say that if you're alive 
you've got to flap your arms and legs, you've got to jump around a lot, for 
life is the very opposite of death, and therefore you must at very least 
think noisy and colorfully, or you're not alive." 
             
 - Mel Brooks, film director, writer, and comedian 
 

In other words, you must understand the future and envision the future in a 
way that enables your success. If you expect to be perfect, you set yourself 
up for disappointment and other negative emotions. You make it harder to 
fight through that disappointment and get back in front of an audience. If, 
however, you expect to get a little better each time out, you set yourself up 
to feel pretty good about yourself. You’re not setting low expectations, but 
rather realistic expectations about improving. 
 
So relax. Give your perfectionist self some time off and embrace your 
humanity by embracing your mistakes. Your audience will love you for it. 
You’ll even begin to love yourself. 
 
 
Public Speaking Engages You in Your Life 
 
In sum, good public speaking requires you to harmonize your mind by 
facing the reality that your life involves speaking in front of audiences, by 
tapping the motivations of your passion for extrinsic and especially 
intrinsic rewards, by embracing your flawed but improvable humanity, and 
building your confidence to see, work toward, and realize your success. 
You’ll need this mindset to take on the tasks in the chapters to come, as 
you learn specific exercises and techniques that will help you develop the 
skills to succeed at public speaking. 
 

 
In the end, harmonizing your mind is really about living rather than 
escaping your life. To live a life that includes success at public speaking 
involves, like anything worthwhile, both challenges and the determination 
to meet those challenges. It also involves significant rewards, the most 
important of those being the satisfaction and knowledge that you are more 
fully living your life. 
 

 
 



 

  31 

 
“At times of great stress it is especially necessary to achieve a complete 
freeing of the muscles.” 
  
 - Konstantin Stanislavsky, creator of Method Acting 

Chapter Three: Harmonizing Your Body to 
Channel Your Nerves 

 

 
You know, of course, that physical exercise is good for you, your health, 
and your shape. It is also good for developing public speaking skills. When 
you feel healthy and look your best, you’ll have more confidence in 
yourself in front of an audience.  
 
You also likely know that physical exercise is helpful in dealing with stress 
in general. What may surprise you is that it can also be very effective in 
relieving the anxiety and dread that some of us experience as we prepare 
for and perform public speaking. Exercise releases nervous energy, acts to 
calm us down, and is helps to prevent muscle spasms, tension headaches, 
and other painful physiological manifestations of unrelieved stress. 
 
You should also remember that you need to exercise within your physical 
limits, especially if you have a heart or other serious medical condition, or 
are at risk of such a condition. So exercise with restraint, and, if necessary, 
under the direction of your doctor. 
 
You may be pleased to discover physical exercises that are specifically 
designed to address the anxiety associated with public speaking, including 
activities that can alleviate the specific symptoms that might inhibit your 
ability to succeed in front of an audience. These exercises help reduce 
muscle tension, trembling voice, shortness of breath, and dry mouth with 
exercise. You can also enhance your public-speaking performance by 
enhancing your physical abilities. Thus you can exercise your voice, your 
breath, your posture, and even your facial expressions.  
  
You should also realize that physical exercise works best with the right 
mindset, as discussed in the previous chapter. Mind and body harmonize 
together. If you are confident in yourself and in your ability to improve as 
a public speaker, you’ll be motivated for physical exercise, and, in turn, 
physical exercise can enhance your mental and spiritual outlook.  
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Therefore, to no one’s surprise, exercise is good for you—your health, 
your anxiety management, your soul—and good for your public speaking. 
But it’s not simply a nasty prescription you’ll loathe to follow. Or it 
doesn’t have to be.  
 
You could make exercise a duty, a chore, a burden to yourself. You could 
work extra hard to get the cash to join an expensive gym where you feel 
obligated to go every day because you worked hard and spent good money. 
You could set yourself a rigorous routine—within your physical limits—
with goals and objectives and measurable outcomes, and in doing so, set 
yourself up to be stressed out about meeting your self-imposed standards 
or feel guilt if you don’t. In short, you could turn your stress-relieving 
exercise into an exercise in creating more stress. 
 
You could also relax and enjoy your exercise. You should find nothing 
wrong with joining a gym—millions of people do and love it. You could 
also integrate exercise into your daily life in simpler ways. Take the stairs 
instead of the elevator or escalator, if only for a flight or two. Walk more, 
get off the bus a stop before your own or park at the edge of the lot and 
enjoy the beautiful day. Exercise can be deeply satisfying as a regular part 
of your life, as many folks can attest. So exercise and have fun! 
 

 
Your Body’s Reaction to Public-Speaking Anxiety 

Your body reacts to your anxiety about public-speaking fear with a 
physiological response that apparently harks back to primal fears: a fight-
or-flight mechanism, common to many animals, that evolved as a defense 
mechanism against attack. Even today, when you’re in physical danger, the 
most primitive part of your brain still sends a chemical message that 
activates the fight-or-flight response, giving you a better ability to protect 
yourself, mainly through the release of stress-related hormones like 
adrenaline and cortisol. 
 
Public-speaking anxiety—or fear—activates the fight-or-flight response. 
Even though no real physical danger exists, your fear leads your brain to 
respond as if you were under attack, triggering the adrenaline and other 
electro-chemical messages that prepare your body either to flee or to 
defend yourself. Adrenaline increases your heart rate and raises your blood 
pressure in order to prepare you for the energy and oxygen you will need to 
fight or flee the attack. Consequently, when you’re uneasy in front of your 
audience, your heart starts pounding. 
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The blood in your stomach that is normally used to digest food goes to the 
muscles instead, giving them more strength. Thus your public-speaking 
anxiety may make you nauseous or sick to your stomach.  Or you simply 
may not want to eat, because your body wants an empty stomach in 
readiness for a quick departure or vigorous defense. 
 
With your increased adrenaline and your heart pumping, your lungs too 
will be working in fight-or-flight mode to bring in more air and oxygen. 
For physical action, rapid breathing is a great advantage, but public 
speaking involves much less motion and requires breath for the voice, not 
for supplying tense muscles with oxygen. As a result you run the risk of 
hyperventilating, feeling dizzy or lightheaded, or, in extreme cases, even 
fainting. 
 
As your body readies for physical action and shuts down its digestive 
system, it also cuts back production of a key part of the digestive system: 
saliva. This results in your mouth becoming dry, a condition that worsens 
with faster breathing.  
 
In addition to these physical manifestations of fight-or-flight anxiety, there 
is some speculation that, when facing danger, we may have evolved in a 
way that inhibits higher-order brain activity like talking and thinking. As 
athletes often attest, we react more quickly and effectively if we are not 
thinking and analyzing the situation beforehand. This response may be at 
work when you are in front of a crowd and suddenly want to flee or hide 
under the table, your mind goes blank, and you forget what you’d intended 
to say.  
 
All these responses to fear are instinctive and normal, and you shouldn’t 
worry about them. Instead, focus on improving your mindset, which helps 
to reduce your fear, and learn to perform valuable exercises that can help 
you control your fight-or-flight responses. 
 

Physical Exercises for Relieving Public Speaking Anxiety 

Physical exercise is one of the most effective ways of relieving public 
speaking anxiety. Exercising the body regularly, within limits, and with 
some measure of joy, is very effective in managing stress, and especially 
when combined with the right mindset about yourself, your audience, and 
your preparation. Exercise counters public-speaking anxiety and its 
physical symptoms in two basic ways:  
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1. It helps release built-up tension in your body, including the tension 
caused by stress-related hormones like adrenaline and cortisol.  
 

2. It generates endorphins and other "happy hormones" to flow through 
your body, which work like natural opiates to make you feel good, 
calm, and relaxed. 

 
Remember, when countering anxiety, even small amounts of exercise help: 
a short walk, a flight of stairs, or some knee bends. You can embark upon a 
rigorous training program, and that would be great. But there are other, 
simpler forms of exercise that you can do at home or anywhere to help 
conquer your performance anxiety. 
 
BREATHING 
You can calm yourself with slow, deep breathing, and, in the process, 
focus on your task. It’s a good exercise in preparation for public speaking, 
and also one you can resort to while speaking. It counteracts the 
adrenaline, which otherwise might produce short, rapid breaths, a dry 
throat, and a strained voice. So, practice deep breathing before the speech, 
and remember to take a deep breath at key moments during the speech, 
such as your very first moment in front of the audience.  
 
Here’s an exercise: 
 

Stand comfortably, with knees unlocked and shoulders relaxed. 
Breathe deeply from your belly or diaphragm. Breathe in through 
your nose while counting slowly to five. Breathe out through your 
mouth, counting slowly to five. Repeat five times.  

 
You can do this in normal, everyday situations. Deep breathing exercises 
while lying in bed can help you relax, empty your mind, and go to sleep. 
You can practice deep breathing while standing in line at the grocery store 
or sitting in traffic. Whenever you feel yourself tensing up or letting your 
anxiety get the better of you, simply take a deep breath, and concentrate on 
the slow movement of your breath in and out.  
 
You can also combine the deep breathing exercise with the visualization 
techniques from the previous chapter. First calm yourself by breathing 
deeply, concentrating on your breath. Then visualize your success as you 
breathe. 

 
STRETCHING 
Stretching is important in reducing the effects of public speaking anxiety 
for a couple of reasons: 
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1. Stretching helps to relieve the built-up tension caused by the stress-
related hormones adrenaline and cortisol. Exercise stimulates receptors 
in the nervous system that decrease the production of these hormones, 
allowing you to relax.  
 

2. Stretching exercises also relax tight, tense muscles, increase blood 
flow to the muscles, and improve flexibility of muscles and joints. A 
common way to warm up for more strenuous exercises, stretching 
decreases the chance of injury. 

 
Ease into any stretching regimen up by warming up your muscles first to 
make them more flexible and decrease the chance of pulling a muscle. You 
could walk or ride a stationary bike for four or five minutes, or you could 
try the first group of exercises below.  
*Safety Tip: Remember to stay within your physical limits! 

 
Stretching to warm up 
• Deep Bend Plié: Stand with your legs shoulder-width apart, and your 

feet turned slightly outward. Take a deep breath in through your nose. 
In a continuous movement, slowly bend your knees and raise both your 
arms up over your head. Exhale slowly through your mouth while 
lowering your arms to your side and straighten your legs. Repeat twice.  
 

• Ceiling Reach: Stand with your legs shoulder-width apart, and your 
feet straight forward. Take a deep breath in through your nose, and 
reach up with your left arm toward the ceiling. Hold that position, and 
exhale slowly through your mouth. Feel the stretch. Lower your left 
arm. Take a deep breath in through your nose, and reach up with your 
right arm toward the ceiling. Hold that position, and exhale slowly 
through your mouth. Alternate left and right reaches four times. 

 
• Body Roll: Stand with your legs shoulder-width apart, and your feet 

straight forward. Take a deep breath in through your nose, and, with a 
slight bend in the knees, slowly roll your body down toward the 
ground one vertebra at a time, while exhaling slowly through your 
mouth. If able, place both hands on the ground and slowly straighten 
your legs until you feel your hamstring stretch. Slowly roll back up to 
standing, stacking one vertebra on top of the next. Repeat. 

 
• Shoulder Roll: Sit or stand straight with knees slightly bent, arms at 

your side. In a continuous circular motion, move shoulders forward 
(stretching your shoulder blades), shrug shoulders up and backward 
(squeezing your shoulder blades) and return to starting position. Repeat 
10 times. 
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Stretching to relieve tension 
To avoid tearing muscles or causing other injury, never bounce. Rather, 
stretch until you feel a slight pull, but never feel pain, and hold this 
painless stretch for 10-20 seconds. You may feel your muscles relaxing, 
which allows you to stretch a bit further, but never force this. Allow your 
muscles to relax on their own. 
 
For maximum relaxation, stretch each major muscle group: legs, buttocks, 
abs, arms, shoulders, lower back, and neck. You may want to start with the 
lower extremities and work your way to the back and neck, where the 
nervous tension usually resides. 
*Safety Tip: When doing stretching exercises for the legs, do not lock the 
knees. Keep them slightly bent.  
 
Lower Body Stretches 
• Calves: Stand with your legs shoulder-width apart. Move one foot 

forward two to three feet and bend that knee. Keep the other foot back 
with leg straight and heel on the floor. Move your hips forward as you 
continue to bend your front knee, feeling the stretch in the calf of the 
rear leg. Hold. Switch sides. Repeat.  
 

• Groin: Stand with feet three to four feet apart, knees bent, hands on 
knees. With your body still facing forward, slowly straighten your left 
leg, moving your hips to the right and bending the right knee more 
deeply until you feel the stretch inside the upper left leg. Hold. Switch 
sides. Repeat.  
 

• Hamstring: Stand with feet three to four feet apart, knees bent, hands 
on knees. Turn your upper body to the left and turn your left foot out. 
Lean your hips back over the right leg and straighten your left leg until 
you feel the stretch. Hold. Switch sides. Repeat.  
 

• Thighs: Stand with feet shoulder-width apart, knees slightly bent. 
Slowly bend at the waist while keeping your knees slightly bent, and 
gently reach your hands toward your toes until you feel the stretch in 
the back of the upper legs. Hold. Repeat.  

 
Upper Body Stretches 
• Shoulder, Back, and Arms: Stand with feet shoulder-width apart, knees 

slightly bent. Link your fingers together fingers. Extend arms forward 
at shoulder level. Turn palms out and reach your arms further up over 
your head until you feel a stretch. Hold. Bring linked arms back to 
shoulder height, extended forward, and then stretch linked arms to the 
right. Hold. Stretch linked arms to the left. Hold. Repeat.  
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• Sides and Waist: Stand with feet shoulder-width apart, knees slightly 
bent, hands at your side. Slowly bend at the waist toward your left 
side, sliding your left hand down the outside of your left leg toward 
your knee until you feel the stretch. Hold. Switch sides. Repeat.  
 

• Abdomen: Stand with feet shoulder-width apart, knees slightly bent. 
Extend both arms over head and link your fingers. Stretch your arms 
straight up and lean slightly back, lengthening your body. Breathe. 
Hold. Repeat. 

 
Back Stretches 
• Lower Back: Lie on your back, knees bent and together, feet on the 

floor, arms extended straight out to the sides. With shoulders on the 
floor and knees together, lower both knees to the right toward the floor 
until you feel a gentle stretch. Hold. Switch sides. Repeat.  
 

• Back: Get on your hands and knees, with hands directly under the 
shoulders. Arch your back (like a cat) until you feel the stretch. Hold. 
Repeat. 

 
• Sides of the Back: Stand with feet two to three feet apart, knees slightly 

bent. Bend forward at the waist. Reach your left hand toward your 
right foot until you feel the stretch. Hold. Switch sides. Repeat. 

 
Neck Stretches 
• Back of the Neck: Stand with legs shoulder-width apart, knees bent, 

arms at side. Look straight ahead. Let your head fall slowly toward 
your chest by relaxing the  neck and shoulder muscles. Slowly roll 
your head to one side but still forward, then let it drop and roll to the 
other side. Let gravity do the work. Relax. Hold. Repeat.  
 

• Sides of the Neck: Stand with legs shoulder-width apart, knees bent, 
arms at side, and hips slightly forward. Look straight ahead. Let your 
head sink toward the left side, ear toward shoulder, slowly. Relax your 
neck and shoulder muscles, and let gravity do the work. Hold. Switch 
sides. Repeat.  

 
Like breathing, stretching exercises work well to relieve stress, not only in 
everyday life but also as specific preparation for public speaking. You can 
develop a modified version of these exercises to relax yourself the morning 
of your speech or immediately before going in front of your audience. 
 
Once you have warmed up using these stretches, you might try more 
dynamic stretching, such as swinging your arms in circles or bouncing up 
and down, both good ways to warm up to aerobic exercise. 
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“Walking is the best exercise. Habituate yourself to walking very far.” 
 
 - Thomas Jefferson, philosopher and 3rd U.S. President 
  
 

AEROBIC EXERCISE 
Aerobic exercise is any activity that gets your heart rate up and sends lots 
of oxygen to your muscles. It is, of course, what most people think of as 
exercise—running, biking, swimming, as well as stepping treadmill-type 
machines. Aerobics are the most effective way to get beneficial amino 
acids such as endorphins flowing through your system, which results in a 
feeling of calm, and to reduce the levels of the tension-creating hormones. 
 
Because aerobic exercise, by definition, gets the heart pounding, you need 
to be in good health, even for low-impact, less strenuous aerobic activity. 
If you are at all unsure, check with your doctor for guidelines about your 
physical limits. You should also slowly increase the intensity of your 
workouts, and never overdo it. One measure is being able to talk while 
exercising, which means you are probably within your limits. 

 
Low-Intensity Aerobics 
Contemporary life with its push-button convenience, motorized muscle, 
and instant telecommunications almost makes obsolete the aerobic exercise 
that has historically been part of everyday life. Today we rarely need to 
push anything bigger than the buttons on the remote, or lift anything 
heavier than our cell phones, except maybe our increasingly heavy 
backsides.  
 
You can counter this too-convenient life in the simplest of ways. You 
could, for example, get out of the chair to change the TV channel. Or walk 
up a flight of stairs when you get the chance. Or carry your grocery bags to 
the car. Your heart rate will rise just a little, but over and over again, in 
small, incremental ways. Any amount of exercise helps not only to 
promote overall health, but also to release stress and activate the 
endorphins that induce a sense of well-being. 
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You might also look for opportunities to walk, maybe even embracing the 
principle of 10,000 steps a day. Many experts on physical fitness believe 
that we would all be a lot healthier if we took 10,000 steps every day. It 
may sound like a lot—about five miles—but you likely take about 3,000 
steps already without any special effort. You could build to 10,000 slowly 
by doing simple things like parking on the far side of the parking lot, 
getting off the bus a stop early, or avoiding the moving sidewalks in 
airports. 
 
You can also combine walking with other activities you enjoy. Walk and 
talk with a friend, or walk the dog. Forego the golf cart and walk the 
course, or at least some of the course. Stroll in the park or the woods or 
your neighborhood—say hello to the neighbors. You can find lots of ways 
to 10,000 steps and lots of ways to enjoy every step. 
 
More Intense Aerobic Exercise 
Within your physical limits, you might find the excellent and extensive 
benefits of more intense aerobic exercise worth the effort and sweat. You 
know the benefits: healthy heart and lungs, a slimmer, more toned shape, 
more confidence, lower levels of stress-related hormones and higher levels 
of endorphins.  
 
You may also find that the act of exercising is enjoyable. Millions do. You 
can bicycle, swim, use exercise machines, or pursue other low-impact 
aerobic exercise. Running, though a higher-impact sport, is also quite 
popular. Perhaps you are able to withstand the more intense impact of 
competitive sports like tennis, basketball, soccer, racquetball, or some 
other engaging game. Millions play, many well into their forties and fifties 
and sixties and beyond. 
 
So, within your safe limits, the more intense forms of aerobic exercise 
offer excellent ways to stay healthy, promote some of the best stress 
release and endorphin production, and are often the most fun. Aerobic 
fitness will  significantly enhance your public-speaking skills. So, if you’re 
up for it, go for it! 

 
OTHER PHYSICAL EXERCISE 
Some people also find other forms of physical exercise useful in general 
and relaxing in particular. Two are especially popular: 
 
• Strength training, or resistance training, can be useful, especially as 

part of an overall program including aerobic activity. It helps prevent 
injury, and can make you look good and feel great. Though especially 
popular among men, many women also enjoy the benefits, not of 
building larger muscle mass, but of toning muscles. 
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• Yoga combines breathing, stretching, and sometimes aerobics with a 
spiritual relaxation, which makes it uniquely effective for stress relief. 

 

Exercises to Improve Your Public-Speaking Voice 

The purpose of most of the exercises in this chapter is to help you to 
relieve anxiety about your public-speaking performance, and in general to 
address stress relief and promote good health in general. You can also 
specifically exercise to improve your voice. Happily, getting better at 
public speaking (or anything) also reduces the fear and anxiety surrounding 
it. These vocal and facial exercises encourage you to drop your inhibitions, 
get a little goofy, and have some fun with all this public speaking 
seriousness. You’ll hit three targets with one type of exercise: improve 
your public speaking skill, relieve anxiety, and have fun. 
 
Warning: These exercises, which also function as a valuable warm-up just 
before you talk, requires that you act silly and make funny faces! Find a 
quiet room to exercise your vocal chords. These four exercises will help 
you develop a natural and comfortable tonality using your chest voice, not 
your head voice. You will be producing sound that comes from down deep, 
from your diaphragm. 
 
1. Yawn. Yawn big. Yawn again, but bigger. As you yawn, formulate a 

word like “ma” or “pa.” Say “Ma-a-a-a-a-a-a-a-a-a-a-a.” Now try “Pa-
a-a-a-a-a-a-a-a-a-a.” Repeat at least three times. 
 

2. Yawn the scale. Perform the yawn exercise but this time modulate the 
sound as if you were singing “ma” and “pa” up and down the musical 
scale. Remember to open your mouth wide, wider, widest. Going up 
the scale, “Ma-aa-ah-ah-ah-ah-ah-ah!” Now down the scale, “Pa-aa-ah-
ah-ah-ah-ah-ah!” Repeat at least three times. 

 
3. Wiggle your lips. Go on. Kiss the air. Like you mean it. Play the air 

saxophone. Louder, with feeling. Try the horse sound, like you’ve just 
eaten some good oats. Let the world know you love oats. Now do your 
Elvis Presley impression and say, “Thank you very much!” Pretend 
you’re Elvis and you really mean it. Try again, with more feeling. Did 
you move your nose, your lips, and your teeth? Repeat. 

 
4. Make the sound of m-m-m-m-m-m. Sound like you’ve just tasted 

something wonderful, your favorite food. Crinkle your nose. Try again, 
feeling the vibration in your face and nose: “M-m-m-m-m-m-m-m-m-
m-m-m-m-m-m-m-m-m-m-m.” 
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Exercises You Can Do Just Before and During Your Speech 

You do several of the exercises from this chapter as a way to relieve 
anxiety, build confidence, find your focus, and warm up for your 
performance. In the hours and minutes before going in front of your 
audience, you might try: 
 
• Deep breathing exercises 

 
• The more gentle stretching exercises 
 
• The voice exercises 
 
• A bit of walking about, seeing the sights of the place (not to be 

confused with pacing the room, which only annoys the people around 
you and intensifies your anxiety). 
 

During the speech itself, you may want to take a deep breath now and 
again, during a pause, or to collect yourself. Many people find that a good, 
deep breath is an excellent way to launch into the talk. Walk up to the 
podium, take in the audience, make eye contact with individuals around the 
room, smile, take a deep breath, and begin. 
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"You have to know composition to be a good improviser." 

 
 - Roscoe Mitchell, composer and musician  
 

 

Chapter Four: Know Your Topic and Your Audience 
to Choose the Content of Your Speech 

 
Harmonizing your mind by developing a successful mindset and 
harmonizing your body by developing a routine of physical exercise will 
help to ease your general anxiety about public speaking. These are ongoing 
activities and habits that integrate the reality, benefits, and promise of 
public speaking into your daily life. 
 
You will also need to prepare for a specific talk in front of a particular 
audience, which means, of course, figuring out what to say and how to say 
it, and what to include in your speech. In order to do that, before you 
actually compose your speech, you need to think through the relationship 
between three key aspects of public speaking: you, your topic, and your 
audience. Analyzing this triangle of relationships is crucial in making good 
choices about what to say and how to say it. 
 
 
Public-Speaking Triangle 
 

AUDIENCE 

 

 

 

 

 SPEAKER     TOPIC 
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You can see in the triangle diagram on the previous page, three points 
representing three aspects of public speaking. The most important in 
determining what you say, believe it or not, is not you, nor is it your 
knowledge of the topic. Rather, it is your audience. Of course you need to 
know about and have passion for your topic, but that’s just the raw material 
from which you choose. The actual content of your speech will be based on 
your relationship to the audience and their knowledge of and attitude 
toward the topic.  
  
1. Your knowledge of and attitude toward the topic: Naturally you will 

compose your speech out of the things you know about your topic. 
Your attitude toward the topic—perhaps positive and passionate, or 
possibly fearful or angry, as the situation demands—will determine to 
a large extent your audience’s experience. But not everything you 
know will end up in your speech, nor does your attitude determine 
what you choose to include or how you choose to organize that 
content. It may be your speech, but it’s not about you. 
 

2. Your relationship to the audience: Your relationship to your audience 
is crucial to determine your purpose. Ask yourself, as the speaker, what 
do you want to accomplish? What is your purpose? At work, it is 
usually to inform or to persuade, but, especially in social occasions, 
you may aim to inspire, entertain, motivate, soothe, or defuse, to bring 
an audience to laughter or to tears. Does the audience have the same 
expectation for your role? Your normal, non-speaker relationship with 
them will help you determine the appropriate tone, the level of 
formality, warmth, and mix of seriousness and humor. But the 
important thing is to understand your purpose as a speaker.  
 

3. Your audience’s knowledge of and attitude toward the topic: Once you 
know what you want to say and what you want to accomplish with 
your audience, you can figure out the specific content of your speech. 
Start by getting a better understanding of what they already know 
about the topic, what they want to know, what you can tell them that is 
useful to them, and how they will receive that knowledge. You want to 
speak to where they are, what they want and need to hear, and how 
they will respond to that message. You need to know whether they will 
respond enthusiastically or fearfully, neutrally, or angrily. The 
audience’s need for knowledge determines what you say, and what 
content you choose from your own vast knowledge. The audience’s 
likely response, according to your analysis, determines how you will 
organize that content, a topic discussed in the next chapter.  
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Another important point to remember about your audience is that they are 
listening to you live. This oral form of communication differs significantly 
from written communication in a number of ways. You need to understand, 
for example, that a listening audience will find it very difficult to absorb 
especially dense or technical information. Instead, take advantage of the 
immediacy of oral communication by engaging them in the relevance of 
the information, and, specifically, the relevance to them.  
 
Through your presence, through the interactive relationship that you 
establish with your audience, and through your choice of content and 
organization, you can engage the audience’s emotions, pump up their 
enthusiasm, soothe their fears, or temper their anger. You’ll generate this 
emotional response much effectively through public speaking, as opposed 
to simply distributing written documents. 
 
 
Your Knowledge of Your Topic 

Knowing your stuff is the easiest aspect of public speaking. You probably 
wouldn’t be asked or expected to talk in public about something you don’t 
know very much about. You probably wouldn’t seek out such 
opportunities either, especially if you are anxious in front of an audience. 
You’d have to be a little nuts to seek or accept the assignment of speaking 
about a topic you don’t know.  
 
Typically, then, you’ll be an expert in the topic, or at least know more 
about it than your audience. Even in social toasting and roasting occasions, 
you’ll be speaking about your experiences with the honored guest or 
guests, so you are, by definition, the one who knows. Your biggest 
challenge, therefore, is selecting the right things to say from among all 
that you know. 
 
Consider Gillian, for example, who for several months worked to organize 
an event for families at her city’s natural history museum, where she 
worked in the education department. She needed to put together a 
presentation to her co-workers regarding an event, “Bug Foods,” which 
was organized around a theme about the role of bugs as food in the 
ecosystem. In her preparation for the event, she had: 
 
• Recruited a couple of curators, and discussed bugs, her least favorite 

animals, with them at length. She had learned way more than she 
wanted to know about what insects served as supper for what birds, 
reptiles, amphibians, and small mammals. (She was also quite certain 
that she was not going to eat the fried grasshopper legs, not even the 
chocolate-covered ones.) 
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• Worked endlessly with colleagues in education to come up with fun 
activities for kids like “Sifting for Slugs” and “Sketching Skeeters.” 
 

• Labored for many hours to find just the right entertainment, something 
particularly appropriate to the theme. After many false trails and failed 
leads, she found two perfect acts: a storyteller to recount and act out 
the antics of Anansi, the trickster spider in West African folklore, and a 
guy with a bunch of pet iguanas that kids could feed crickets. 

 
• Worked many hours choosing and consulting with vendors for food, 

lighting, and rentals like tents and tables. 
 
• Met several times with the museum’s grant writer and other 

fundraising officers, as well as with possible donors, to solicit funding 
for the event. 
 

In short, by putting in dozens of hours with dozens of collaborators over a 
period of three months, Gillian had successfully organized the “Bug 
Foods” event. Other people knew parts of the story, but only she knew it 
all. After all, that was her job. 
 
So, what should Gillian say in her presentation to her colleagues? 
 
You can see immediately that it is impossible to answer that question 
without asking: Who is Gillian’s audience? What do they want or need to 
know? How will they use the information? How does Gillian want them to 
use the information? Knowing your stuff is just the beginning. You also 
need to know your audience and your purpose for speaking. Only then 
can you choose what to say and how to say it. In other words, knowing 
your audience guides you in choosing what part of your vast knowledge to 
put in the speech. 
 
The first sure thing: Gillian cannot say publicly the things she said about 
“Bug Foods” in private to her husband. To him she vented about the 
clueless curators who know more about bugs and the ecosystem than 
anyone, but couldn’t communicate that in a way that anyone else 
understood. She fretted about the young members of the education 
department and whether they could handle their responsibilities. She 
complained about the vendors who failed to return her calls and lost the 
paperwork she sent. She ranted about the storyteller who acted as if he 
were doing the museum a huge favor, even though he was getting paid 
good money to appear. Above all, she howled about the crazy iguana guy 
who creeped her out. 
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"Speak when you are angry—and you will make the best speech you'll ever 
regret." 

 - Laurence J. Peter, author of The Peter Principle 

When speaking in public, you must take into account that your emotional 
attitude toward your topic affects your audience and your purpose. Gillian 
obviously would have to let go of her frustration and anxiety when she 
speaks in public, no matter who her audience is, if she wants the event to 
succeed. The bottom line is that she is excited about “Bug Foods,” and 
believes it will be a great event. She needs to exude that excitement. 
 
The second sure thing: Gillian can’t make her husband’s response to her 
ranting and venting a theme of her talk. Like the great spouse he is, he 
listened and nodded and kept telling her she was doing a great job. Gillian, 
too, in her heart, knew that she had accomplished a lot and put together a 
great event. In her speech, that pride may come through, but not because 
she talks about herself directly. The presentation is not about how 
accomplished she is. 
 
So know your stuff, but remember that your speech is not about you, your 
brilliance, your experience, or your emotions.  

 

Your Relationship to Your Audience 

Now you need to figure out what part of your knowledge goes into your 
speech. First, turn away from thinking about your topic and think instead 
about your audience. In particular, think about what you want your 
audience to take away from the speech. Is it information? Inspiration? 
Emotion? An imperative for action? Why, exactly, are you speaking? 
 
Your purpose may seem obvious to you, or at least implied by the 
situation. “I’m giving the eulogy, so I want people to remember Aunt Mary 
fondly.” “I’m briefing the department on the monthly sales figures, so I’ll 
just give them the numbers.” You’re probably right, but you may also 
benefit from thinking about your purpose a little more carefully.   
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You might want, for example, people to remember Aunt Mary fondly in a 
way that celebrates her life, not as a way to mourn her death, and elicit 
smiles and laughter from them, not tears. You may want to give your boss, 
who will be at the meeting, the sales figures, but you may also want to 
impress him with your intelligence and gain his trust so he’ll give you 
more responsibility. Thinking about your purpose in relation to the 
audience usually requires some subtlety, and is always good to keep 
foremost in your mind when selecting things to include in your speech. 

 
Take Gillian at the natural history museum, for example. She needs to 
speak at a meeting of colleagues regarding the “Bug Foods” event, and tell 
them what she has already planned so they can, in turn, do their jobs. 
Everyone wants the event to be a success, but to be more effective, 
Gillian’s presentation needs to benefit from some careful thought about her 
audience, especially she knows that they have a tendency to go in different, 
sometimes contradictory, directions. 
 
• The people who work in admissions, the store, marketing, and the 

financial office like to see popular, blockbuster-type events so that the 
museum can make more money.  
 

• The educators and curators are more concerned with quality than 
quantity. They want the educational aspect of the event to be the 
primary focus, rather than entertainment. 

 
• The fundraising folks need something to attract high-end donors, 

which often means adding an exclusive VIP element to the event. 
 
• The people who work in facilities are worried about the impact of large 

crowds on the grounds, the exhibits, and the amount of labor needed to 
clean up afterward. 

 
• The financial director wants to keep the costs low, and under budget if 

possible. 
 
 In other words, Gillian’s audience all want a successful event, but they 
have different ideas on exactly what a successful event looks like. Thus 
Gillian’s purpose is a bit more complicated. In order to facilitate a 
successful “Bug Foods,” she needs to do more than simply present the 
plans she put together: she also needs to get everyone moving in the same 
direction. She will need to present information so that different people 
doing different jobs come together as a working unit. 
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Gillian’s relationship to her colleagues will also complicate her choices of 
what to say and how to say it. Although her relationships with the twelve 
or so people at the meeting are generally good, she’s butted heads with 
several, including the finance director who always aims to keep production 
costs down and revenue up. Despite her preference for providing a high-
quality educational event, she has the confidence of the “blockbuster” folks 
that the event will be financially successful. Indeed, part of her purpose in 
creating the event is to balance education and entertainment, and that 
theme will be a big part of her presentation. In short, Gillian has a good 
working relationship with her museum colleagues, largely because she 
keeps them and their various agendas in mind. 
 
Note that the content of Gillian’s presentation is starting to emerge as a 
result of her thoughts about her audience and purpose. Out of all the things 
she knows about “Bug Foods,” she knows she will need to emphasize both 
education and entertainment, assuring everyone that the event will be a 
learning experience as well as fun. In the process, she’ll also talk about 
attracting donors and about her efforts to keep costs down. And, of course, 
she’ll talk in general about what everyone needs to do in order to produce a 
successful event, while leaving the details up to them. Thus, by taking into 
account both her purpose and her audience, and considering her audience’s 
various agendas, Gillian has determined the themes of her speech. 
 
There you have it: Considering your purpose in relation to your audience’s 
purpose(s) gives you the themes of your speech. 
 
 
Your Audience’s Knowledge of the Topic 

Even with your knowledge of and passion for your topic, and even after 
you have chosen the themes for your speech, you will still need to 
determine the specific content of what you will say. To do that well, you 
need to consider your audience’s relationship to your topic.  

 
• What do they already know? What do they want to know? What do 

you want to make sure that they come away knowing? 
 

• What do they want to do with the information? What do you want 
them to do? 

 
• Will they dislike or resist the information? Will they dislike or resist 

your purpose? 
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Based upon your answer to these questions, and upon other factors, such as 
how much time you have to speak, you can begin to select the specific 
content to address the themes of your speech. 
 
Remember, too, that your audience is listening to you. Their ability to focus 
on your topic, let alone absorb information, is much more limited than it 
would be for a written document. So don’t overwhelm them with data or 
technical details that they won’t remember anyway. If they need to know 
such details, put together a handout on paper or send an email before or after 
your talk. You may also decide create a visual presentation of information in 
a graph. But above all, respect your audience’s capacity to listen. 
  
It’s essential to make use of the advantage that speaking has over writing. 
You are speaking directly, in person, to your audience, which offers you 
the opportunity to impress upon them the relevance and importance of the 
themes of your speech, to infect them with your enthusiasm, and to answer 
their questions. Accordingly, choose specific content that makes your oral 
presentation superior to a brochure or an email. 
 
As you generate material, follow these four guidelines for choosing what 
audiences can hear: 
 
1. Focus on relevance 
2. Elaborate concrete examples 
3. Interact with your audience 
4. Make use of visuals 

 
1. Focus on Relevance  
In oral contexts, relevance is a key component. In your talk, you want to 
provide not only the facts, but your interpretation of the facts, the meaning 
of the facts, and their relevance for the audience. In other words, after you 
figure out what themes you want to explore, emphasize the point or points 
you want your audience to take away. You needn’t elaborate about how you 
arrived at your interpretation, or the evidence, the proof, and the nitty-gritty 
details of your thinking. Your audience probably doesn’t care, is likely to 
fall asleep if you try to tell them, and aren’t likely to remember any of it 
anyway. In short, you’ll do best by sticking with the highlights that serve 
your purpose.  
 
For Gillian’s presentation at the natural history museum, she needs to 
highlight the educational, financial, and fun aspects of “Bug Foods,” and 
she needs to give her colleagues the information they need to do their jobs. 
Thus the content of her presentation to her colleagues isn’t a basic 
recitation of the facts of her plan, but is focused instead on the relevance of 
this plan to them.  
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Statement of fact: “Bug Foods” will have four tables with two people 
at each table.  
 
Statement of relevance: With four tables, each staffed by two museum 
curators or educators, “Bug Foods” will educate and entertain families 
through hands-on activities about the role insects play in the local 
ecosystem.  
 

Focusing on relevance is more compelling than a statement of facts, 
especially when you make the facts relevant to your audience’s concerns. 

 
2. Elaborate concrete examples 
To grab and keep your audience’s attention and interest, you also need to 
provide concrete examples. Relevance is necessary to orient your audience, 
but details make your talk memorable and enjoyable. The point here is not 
to prove your point or demonstrate the logic of your thinking. The point is 
to give your audience a concrete example that creates an impact, to drive 
home the relevance of your theme, and so accomplish your purpose. 
Specific details provide the power of that impact. 
 
For Gillian, providing relevant concrete examples could be a bit tricky. She 
wants to keep the meeting to 30 minutes, which means 15 or 20 minutes 
for her presentation and the rest of the time for questions. Yet she also 
wants to give her colleagues a small taste of the event and fire up their 
enthusiasm. Because there are so many factions among her colleagues, she 
needs to be especially smart about choosing her examples, and finally 
decides to elaborate each of three themes: fun education, responsible 
budget, and efficient work plan. 
 
When elaborating examples, you need to be especially concrete, moving 
away from abstract relevance and providing enough specific details to 
make your examples come to life in the mind of your audience. You need 
to channel your inner creative writer. Show, rather than tell, your story. In 
this way, you help the audience understand and feel the relevance you want 
to emphasize.  
 
Consider two ways that Gillian could elaborate her examples of fun 
education. 
 

Weak example: “At one of the education tables, kids can learn through 
hands-on activities about how bees make honey.” 



 

 52 

 
"Don't tell me the moon is shining; show me the glint of light on 
broken glass." 
 
 - Anton Chekhov, writer 

Better example: “At one table, kids can pick up with one hand an 
oversized model of an orange blossom and with the other a bee, and 
then they reach the bee into the flower to take out some “nectar”—
water really. When the kids succeed, the flower transforms into an 
orange to demonstrate pollination. Further down the table, the kids 
bring the bee to the nest and deposit the “nectar” into the honeycomb. 
At the end of the table, kids can taste orange blossom honey from an 
actual honeycomb and they can eat sections from an orange.” 

 
The better, more elaborated example is much more visual, more 
compelling, and more evocative of the topic of fun education. It is takes 
longer, which is why Gillian, and you too, must choose examples wisely. 
 

  
Examples are always important, but especially so in any context other than 
routine business presentations. Particularly when your audience wants to 
be entertained, such as at a wedding or retirement celebration, you’ll spend 
lots of time and words in your speech elaborating your carefully chosen 
examples.  
 
3. Interact with Your Audience 
In terms of getting your message across, being physically present before 
your audience is the great advantage of public speaking. You have the 
opportunity to: 

 
• Reach a broad group at the same time and thus communicate 

efficiently 
 

• Engage your audience emotionally in your topic 
 
• Respond to your audience’s concerns and reactions 
 
• Bring your audience together for a common purpose 
 
• Ensure that your audience’s questions are answered 

 
Indeed, the reason you speak in public is usually for one or more of these 
reasons. 
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When speaking in public, you interact with your audience in many, and 
sometimes subtle, ways, whether you are aware of it or not. Even staring at 
your notepad and reading is a kind of interaction—a poor kind, one that 
shuts your audience out, but still interaction. In this case, your audience 
will notice and respond, but likely not positively. For more effective 
interaction, you will do better to incorporate a plan as part of the content of 
your speech. Some of that plan will be performance—eye contact for 
example (see Chapter Six for more). But you could also: 
 
• Ask your audience questions 

 
• Ask your audience for their perspective on the topic 
 
• Invite your audience to solve a problem or collaborate on a task 
 
• Give your audience a survey or a quiz 
 
• Create something new, innovative, and appropriate for your audience 

and your purpose 
 

The point of the interaction is to get your audience engaged in and focused 
on your topic. 
 
In her upcoming meeting with colleagues, Gillian knew that they would 
interact—and then some. Giving opinions and perspectives, participating in 
the process, even interrupting Gillian’s agenda were all normal for these 
informal collegial meetings. Gillian understood this and welcomed it, even 
enjoyed it. Her challenge was to keep the interaction on the topic of “Bug 
Foods,” and, more specifically, to focus on what needed to be done going 
forward and not on second-guessing the plans she’d made. She also needed 
to be mindful of time limits. 
 
Since the main point of the meeting was to organize work and make the 
event a success, Gillian knew that her colleagues would be forthcoming 
with comments and questions about marketing, facilities set-up, admission 
procedures, staffing, and so on. To get everyone on the same page and pre-
empt second-guessing about the educational and entertainment activities 
she had already planned for the event, she figured she’d ask everyone what 
they knew about the role of bugs in the human diet. This would lead nicely 
into chocolate-covered grasshoppers and orange blossom honey, and thus 
into her theme about fun education. In this way, she hoped she could 
soothe their concerns, get them excited about the event, and focus them on 
the various tasks. 
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Most public-speaking engagements present greater challenges to positive 
interaction and audience participation that Gillian’s presentation to her 
colleagues. In some cases, especially with large audiences or when your 
audience may resist what you intend to say about your topic, audience 
participation may not be such a great idea. But on most occasions—in 
smaller groups, in groups that don’t know you or each other, in classrooms, 
and more—interaction can be a great way to break down barriers, make 
people feel comfortable, and engage them in your topic. 

 
4. Make Use Of Visuals 
Visuals can be a great aid to public speaking, giving audiences something 
to look at as a way of keeping their interest. Visuals focus your audience’s 
attention, and can help you emphasize important points. They can also be a 
good way to condense and communicate complex information for a 
listening audience. The important thing is to make sure the visuals serve 
your purpose. A few simple guidelines can help you. 

 
• Make sure every visual conveys a point important to your purpose and 

theme. Like exclamation points, visuals emphasize the points you 
make, wake your audience up, and focus their attention. Use visuals 
only for important points. It’s counterproductive to wow your audience 
with a sensational visual that is off-topic.  
 

• Be careful not to overwhelm the audience. If you use too many visuals, 
you lose the power of emphasis, just as when every sentence ends with 
an exclamation point (or worse, when a person speaks as if every 
sentence ends in an exclamation point). In short, use visuals sparingly, 
or risk losing their effect. 

 
• Be sure the point you want to make is readily apparent to your audience 

at a glance. Pictures tell a thousand words, and that’s part of their power. 
But the last thing you want is for your audience to be confused or staring 
perplexedly at your visual, trying to figure out what it means. 

 
Be sure to also talk about your visuals, emphasize their relevance, and 
integrate them into your talk. 
 
Given the informal and interactive nature of Gillian’s presentation to her 
colleagues, she doesn’t need to rely on visuals to engage her audience. 
Nonetheless, she wanted to give a motivating presentation, and decided to 
include a couple. She decided to pass around a model of the orange 
blossom and the bee, which would emphasize the theme of education. The 
other, a bar chart about attendance and cost, would show at a glance that 
even a low turnout would cover expenses, and a high turnout would make 
the museum as much as $7,000. 
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PowerPoint and its Problems 

 
PowerPoint presentations have become commonplace in many public-
speaking contexts, especially in business and corporate circles. 
Incorporating a computer and data projector, PowerPoint is a versatile 
tool to engage your audience, since it integrates texts, visuals, sounds, 
internet links, animation, and more and thus offers a buffet of choices.  
It’s also a user-friendly software program to learn and use, and easily 
generates a professional-looking slide presentation. 
 
Too often, however, presenters misuse PowerPoint. They often pack 
too much information on each slide, too much text for the audience to 
read, and too many slides in a presentation. In so doing, they transform 
an oral presentation into a written document, and oftentimes even read 
straight from the slides. Ignoring the interactive advantages of oral 
presentation, these presenters usually succeed best at putting their 
audience to sleep. 
 
You can harness the power of PowerPoint to engage your audience by: 
 

• Limiting the number of slides in your presentation to no more 
than one per minute, and preferably far fewer. 
 

• Vastly reducing the amount of text on any individual slide. 
Use single words or very short phrases to orient your reader 
as a supplement to the power of the spoken word. 

 
• Integrating charts and pictures into your presentation, but 

judiciously. If you use sound and other multimedia, be even 
more judicious. 

 
Generally, it is best to use PowerPoint as an enhancement to your 
speech rather than as a substitute for it. The focus should still be your 
spoken words. 
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"I'm not a very good writer, but I'm an excellent rewriter." 
 
 -  James Michener, author 

The Process of Composition 

Perhaps you find the process of analyzing your audience and choosing 
content obvious, familiar, or even intuitive. Great! You may feel more 
comfortable bypassing this endless analysis and tedious guidelines, and 
just diving in to the composition of your speech. If so, go for it. Many a 
fine speech has come from brilliance, intuition, or luck rather than a 
careful, methodical approach. 
 
You should be aware, however, that most blunders in public speaking 
derive from poor audience analysis or poor choice of content. If you do 
dive right in, you would be wise to check your results afterward, when you 
think about your effect on the audience. 
 

 
In fact, this process of diving in and checking the results afterward is quite 
common, perhaps even universal. Everyone must take the leap to speech 
composition at some point, yet almost everyone also revises. Rarely do 
even experienced speechwriters—or any writers—get it right the first time. 
Indeed, experienced writers know that revision is essential. We all need to 
draft and revise, compose and edit. That’s the nature of writing in general, 
and speechwriting in particular. 
 
Moreover, figuring out the content of your speech is only part of the 
composition process. You also need to consider quite carefully how to 
organize the content you include. Without an appropriate organizational 
structure, content is confused and ineffective. Using guidelines for 
effective organization when speaking in public is just as crucial for the 
process of composing your speech as the guidelines for choosing content. 
 
In fact, some speakers prefer to start with form rather than content. Instead 
of thinking about relevance, examples, visuals, and plans for interaction 
and then organizing them into a coherent form, many people prefer to start 
with an idea, an outline, of how the speech will be organized, which they 
then fill in with various kinds of content. Both methods are effective, so 
choose the one that works best for you. 
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Regardless of how you structure your speech, the writing process nearly 
always involves a process of revision. There will be back-and-forth 
adjustments, not only between your understanding of your audience, your 
purpose, and your content, but also between content and organizational 
form, which is also, as discussed in the next chapter, guided by audience 
and purpose. In short, you would do best to 1) make sure your content is 
well organized, 2) your organizational form is clear and paired with 
appropriate content, and 3) content and form serve both your purpose and 
your audience. 
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"Out of clutter, find simplicity." 

 
 - Albert Einstein, physicist 

Chapter Five: Organizing Your Speech 
 

 
When organizing your speech, the most important thing to know is your 
main point. More specifically, based on your analysis of your purpose and 
your audience, you need to understand what your audience consider the 
main point of your talk, and how they will respond to that main point.   
 
• If in your analysis the audience will respond positively or neutrally, 

then you can take a direct approach by putting the most important 
information first, and further explanation, details, and other material 
afterwards. Typically, this direct approach covers 80-90 percent of 
most contexts outside of sales. 
 

• If, in your analysis, the audience will resist the main point of your 
message, then you need to organize your material indirectly, by easing 
your audience into the main idea with buffers and reasons and common 
ground. 
 

Organizing vibrant and relevant content for a listening audience according 
to these basic tenets will go a long way toward an effective speech. 
 
Deciding how to organize in your speech is no different than organizing a 
written document except for one crucial difference: your audience is 
listening to you, not reading, and that difference is as crucial to your 
decision about organization as it is for selecting your content. Primarily, 
this means three things: 
 

1. Keep the form simple 
 

2. Provide a road map and signposts to help orient your listeners 
 

3. Pay particular attention to your opening and closing remarks 
because your audience will remember those best 

 
By keeping in mind these crucial differences about oral communication, 
you can create a speech that your audience will hear. 
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Keep It Simple, Speaker 

Public speaking requires a streamlined organization. You want your 
audience to be able to follow where you take them, and they will not be 
able to comprehend a complex organizational pattern. Complex 
organization is well suited to written documents, the kind most of us are 
more skilled in preparing. The written document offers a number of 
advantages not available in oral communication. Readers can stop, go 
back, study the table of contents or introduction, and otherwise ponder the 
document at their own pace. Listening audiences do not have that luxury, 
so it’s important to help them by keeping the organization simple. 
 
This generally means that you need to distill the things you want to say 
into three or four categories or major points. Even if you are making a 
longer speech, you can break it down into a few major sections and then 
provide the relevance, information, and examples for each section. 
Although PowerPoint can help your audience to understand your 
organizational logic, you still cannot expect listeners to follow complex or 
convoluted thinking. Simplify, and you will have a much better chance of 
maintaining their attention. 
 
It’s also helpful to remember that you are not simplifying or “dumbing 
down” the content, insight, or depth of your speech (although that may be 
necessary for some audiences, such as children). Rather, you are 
simplifying the speech’s organization, so that you can make your smart, 
insightful, profound message understandable for your listening audience. 
 
Returning to the example of Gillian from the previous chapter, you can see 
how the considerable amount of information she wants to convey about her 
event fits within three categories, which in her case are the agenda items of 
fun education, budget, and tasks. It may take you a while to similarly 
simplify your own message, which may not fit so well in this agenda-item 
structure. However, you will be well rewarded by an attentive and 
appreciative audience for simplifying your logic. 
 
 
Provide Your Audience With a Map 

You will help your listening audience follow your speech, now simplified 
in form but not in content, by giving them a map of where you—and 
they—are headed. In written communication, readers have numerous clues 
to figure out organization. They can look at: 
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• A table of contents 
 

• Chapter headings and subheadings 
 
• Bullet points and paragraph breaks 
 
• Page numbers 
 
In addition, they can flip through the pages to see what’s coming, to know 
how long the document is, and to estimate how much more they have to 
read.  
  
In other words, you will want assist your audience by giving them oral 
equivalents to the reader’s visual clues. As discussed in the previous 
chapter, you might use PowerPoint or other visual aids which help a great 
deal. With or without visual aids, however, you would do well to: 
 
1. Give your audience a “road map” of where you are heading, which is 

basically an outline of your major points and how they come together 
 

2. Provide oral “signposts” to let your audience know where you are, 
when you are moving from one major point or section to the next, and 
how much of your speech you have left 

 
If you help your audience with these mapping aids, you will likely find that 
your audience has more energy, more attention, and more focus on what 
you are saying. 
 
In Gillian’s case, she analyzed her purpose and her audience to come up 
with major themes, which constitute the essence of her presentation. At the 
start of her talk, she will simply let her colleagues know that her 
presentation has three parts: a discussion of the fun and educational 
activities planned, the budget, and the tasks to be done. In her case, these 
three parts of her presentation function as agenda items for the meeting. As 
she speaks, she will make sure to emphasize orally the shifts from one part 
or agenda item to the next. 
 
Gillian does need to give some thought to the order of her points. 
Obviously she will discuss the activities before the tasks, and she will save 
the tasks until the end because she wants her colleagues to remember those. 
She wisely decided to discuss the budget in between the other two topics 
because this is the item most likely to raise objections. Sandwiching 
negative news, even mildly negative news, with positive information is 
always a good idea. 
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Your organizational form may not be so easily composed as Gillian’s. In 
particular, you may need to articulate a bit more about the connections 
between your parts and how they fit together. Remember to keep the 
organization simple, and to let your audience know, from the beginning of 
the speech and along the way, where they are and what is coming. 

 

Opening to Engage Your Audience and Closing to Keep Them 
Engaged 
 
Listening audiences attend carefully to the first and last things you say. 
Therefore,  your opening remarks, even before you offer a road map, are 
crucial because you need to grab your audience’s attention and give them a 
reason to keep listening. The last thing you say is what they’ll be most 
likely to remember, so this is your opportunity to leave them with the 
importance of your talk. Consequently, you will want to focus extra 
attention on your opening and closing statements. 
 
You can seize your audience’s attention in any number of standard or 
creative ways, and the interactive possibilities of live public speaking make 
this a relatively easy accomplishment. In fact, just walking to the podium is 
enough. The difficult part is drawing your audience into your topic so that 
they will want to keep listening. The key to success is to understand how 
your main point is relevant to your audience, and then to create an opening 
that makes that relevance clear and compelling. 
 
To compose a powerful opening, begin with the relevance of your topic for 
your audience and then highlight or dramatize that relevance. Typically, 
it’s more effective to show rather than to tell. That is, try to avoid abstract 
communication in favor of concrete, compelling language that 
demonstrates to your audience the relevance you want to stress. You could: 
 
• Open with a related story or anecdote 

 
• Ask a question  
 
• Challenge a common assumption 
 
• Offer a startling fact  
 
• Invent something creative 
 
The important thing is to be both compelling and relevant. 
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Interacting with your audience is a successful, time-honored way to open a 
talk, since a participating audience is an engaged audience. You can 
incorporate listener interaction in any number of ways: 
 
• Invite your audience to share anecdotes  

 
• Ask your audience a question and listen to a few answers 
  
• Ask your audience to raise hands if they’re in agreement with the 

common assumption you plan to challenge 
 
• Quiz your audience about a fact or statistic with which you intend to 

startle them  
 
• Be creative in an interactive way 
 
Interacting with the audience at the beginning of a speech takes advantage 
of the excitement and anticipation already present in your audience, 
drawing them instantly into your topic. 
  
Gillian decides to bring her audience of museum colleagues into the fun 
education theme of her speech by asking them what they knew about bugs 
and the human diet. She anticipates two categories of answers and prepares 
a response to each. 
 
1. She guesses the first answers would relate to eating bugs directly, such 

as fried grasshopper legs, or to eating bug products, such as honey. 
 

2. She expects that her audience, who aren’t necessarily scientists but are 
all interested in natural history, won’t take long to realize that 
pollination by insects is crucial to a wide swath of human nutrition. 

 
And, if her audience’s first answers happen to be about pollination, she 
plans to acknowledge their insight and expertise. 
 
To close her presentation, Gillian decides to engage her audience with her 
own passion and excitement for “Bug Foods.” If she can successfully 
inform them about the planned activities, the budget, and the tasks, if she 
can effectively answer all of the questions, receive all the input, and soothe 
any qualms, then leaving her audience with a senses of excitement will 
encourage them to work toward a successful event, thus accomplishing her 
purpose. 
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The Direct Organizational Pattern 

Almost all of the time, unless you are in sales, you will take a direct 
approach in public speaking. Your audience will, for the most part, be 
receptive to your message, either inclined to appreciate what you are 
saying or receptive because it is part of their job to learn what you have to 
say. In both cases, because they want to hear what you have to say, you can 
just tell them directly. In other words, you will make the most important 
point first, having already implied in your attention-getting opener and 
stated it directly in your road map. 
 
Under the most common conditions, then, your organizational pattern will 
look a lot like Gillian’s—though, of course, with different content. 
 
 
Generic outline 
 

 
Gillian’s outline 

 
Opening 

 
“What do you know about insects and the human 
diet?” 
 

 
Road map 

 
“Here’s today’s agenda, which includes just three 
main items: the fun and educational activities planned 
for “Bug Foods,” the budget, and the tasks we all need 
to coordinate.” 
 

 
First section 

 
Fun and educational activities 
 

 
Signpost 

 
“Even with all these activities, we will still break 
even, financially, with a low turnout, and could make 
up to $7,000 or more with a high turnout.” 
 

 
Second section 

 
Budget 
 

 
Signpost 

 
“The key to a successful event is, as always, our 
combined efforts.” 
 

 
Third section 

 
Tasks 
 

 
Close 

 
“This is going to be great, don’t you think?” 
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Even for social occasion speeches, the organizational pattern is almost 
always a direct one. The purpose may change from informational to 
entertaining and celebratory, as in a wedding toast; the content may aim 
more for emotion than facts and reason; and the connections between the 
sections of the speech will likely need more elaboration than the items on 
Gillian’s professional agenda. You may even de-emphasize the map 
somewhat, to allow a build-up of emotion and suspense. But in general, 
your speech will follow a direct organizational pattern. 
 
Consider the following outline for a speech Brad gave to friends, family, 
and new in-laws at his daughter’s wedding. 
 
 
Generic Outline 

 
Brad’s Outline 
 

 
Opening 

 
“I knew that Brandon was a good match for my 
beloved Vicki when, about a year ago, I spent an hour 
alone with him in the car coming home from the 
airport and he talked my ear off. Can he talk or what?” 
 

 
Road Map 
 

 
[none] 

 
First section 
 

 
Stories about Brandon’s facility with words 

 
Signpost 

 
“The only other person I’ve ever known who can 
match Brandon’s ability to talk is my daughter Vicki. 
Can she talk or what?” 
 

 
Second section 
 

 
Stories about Vicki’s facility with words 

 
Signpost 

 
“One day, Brandon approached me, his eyes looking 
at the ground, and he was so nervous he couldn’t put 
three words together. So I knew something was up.” 
 

 
Third section 

 
Story about Brandon asking Brad for his blessing to 
ask for Vicki’s hand in marriage. 
 

 
Close 

 
“I gave my blessing, of course, and I want you all to 
join me now in blessing this wonderful couple as 
husband and wife. A toast to….”  
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As shown above, you will certainly tailor your speech to your purpose and 
your audience. Beware of simply filling in the blanks of a pre-determined 
template, which will lend your speech an artificial note. Instead, adapt the 
organizational form to suit you, your purpose, and your audience. 
 
 
The Indirect Organizational Pattern 

On the rare occasion that you find yourself in front of an audience that will 
resist your message, you should obviously understand the potential 
volatility of the situation. It’s unlikely that you will find yourself in this 
difficult and unenviable position unless you are an experienced speaker, 
but in any case, it’s also obvious that you will not immediately lead off 
with the main idea when your audience is not going to like it. By doing so, 
you will probably antagonize them. Being the messenger of bad news or 
making an unpopular request of a group is a singularly effective way to 
create audience hostility. 
 
Rather, you’d have a better chance of success communicating a negative 
message with an indirect organizational approach, which is to talk about 
the bad news or relay an unpleasant request after you have prepared your 
audience for it. 
  
These difficult speaking occasions fall into two basic categories: giving an 
audience bad news, or persuading an audience to do something they are not 
inclined to do. Sales pitches, a common but highly specialized context, are 
best left for professionals. 
   
Please keep in mind that the following suggestions for organizing each 
type of speech are only suggestions, and you will need to adapt them to 
your individual circumstances. That said, these suggested strategies give 
you some idea of how to proceed in difficult situations—that is, how avoid 
getting shot when you’re the messenger. 
 
 
Bad News 
Giving bad news orally, in public, is rare, and is generally restricted to 
professional contexts. The most effective strategy is to minimize the 
negative, or more specifically, to minimize the audience’s negative 
emotional reaction. To do that, you will emphasize reason rather than 
emotion. In this way, you can more likely accomplish your purpose, which 
is to have the audience both understand and accept the bad news. 
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Here is one indirect organizational pattern: 
 
1. Buffer: This is your opening, the equivalent of “please sit down.” It 

should be related to your topic, a way of getting into your topic, but 
should be neutral, neither misleadingly happy (humor is dangerous) 
nor too abruptly negative. You could, for example, simply 
acknowledge the reason you are all gathered together. 
 

2. Reason or explanation: To encourage your audience to respond 
rationally, you can start with and thus emphasize the reasons for the 
bad news. That’s worth repeating. State the reason or reasons for the 
bad news; give some background before getting to the crux of the 
problem. 

 
3. Bad news: State the bad news clearly but briefly. Boil it down to its 

essentials. Make sure your audience understands your points, but do 
not belabor them, which invites negative emotions. You may feel that 
you are doing your audience a favor by empathizing with their 
negative response. You are not. You’re better off, especially in 
professional circumstances, to lead them through the bad news to the 
next rational step forward. 

 
4. Alternative: Give your audience a way to move forward, despite the 

bad news. You may wish to offer an alternative path to get what they 
want, or a solution to the problem. Offering this next step is crucial to 
the rational tone you want to establish, because, without it, your 
listeners faces a brick wall and are apt to become frustrated or angry. 
So show some empathy, and think through a sensible alternative. 

 
5. Goodwill close: Be brief and sincere about the future. 

 
At some point in your bad-news speech, you will likely need to open up 
some degree of interaction with your audience. Despite its dangers, this 
opportunity for interaction is probably why you are delivering bad news in 
person, rather than in an email or memo. It’s wise to hold off the 
interaction until you have established the rational tone, and after you have 
presented alternatives. At that point, you can open up the floor and listen to 
other alternatives suggested by the audience. Or you may wish to wait until 
after the close of your speech, and then invite questions or other 
alternatives. When you do, encourage the audience to be reasonable and to 
come up with rational alternatives. 
 
Consider the following outline, which Michael created for a meeting of 
department heads at his company during an economic downturn. 
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Generic Bad News 
Pattern 
 

 
Michael’s Outline 

 
Buffer 
 

 
“We need to adapt to the tough economic climate.” 

 
Reason 
 

 
“We’ve been losing money for three consecutive 
quarters.” 
 

 
Bad news 
 

 
“We need to lay people off.” 

 
Alternative 

 
“We hope to hire back the folks we lay off as soon 
as the economy turns around, and in the meantime 
we’re offering a severance package. We also need 
to plan how we are going to get work done in each 
department. Any ideas?” 
 

 
Goodwill close 

 
“These are tough times for everyone, especially for 
those being laid off. Let’s help them and each other 
through this, get the company back in the black, 
and bring folks back to work.” 
 

 
When you need to deliver bad news to a group, you’ll have a reasonable 
chance of getting out alive if you can emphasize reason in your 
organizational pattern. 
 
 
Persuasive Messages 
Persuading an audience to do something they would otherwise not do is 
another difficult situation you may confront—but rarely, unless you are in 
a specialized field such as sales. To help you through these situations, you 
can rely on three rhetorical resources that have survived the test of time 
since the days of Aristotle in ancient Greece, over 2,500 years ago. 
Although all three of these elements are in play in effective persuasive 
speech, typically one is dominant (almost always either emotion or logic). 
Since persuasion by emotion is a highly specialized skill, our focus will be 
persuading by organizing a logical message. 
 
1. Ethos or credibility includes not only your reputation or image with an 

audience, but also your position. The boss has instant credibility, as 
does the eyewitness, the parent, the person with relevant experience, 
and so on. Though your credibility as a speaker is always a factor, you 
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don’t want to make it the organizing principle of your speech, which 
would end up as some version of “Do it because I said so.”  

 
2. Pathos or emotion is a powerful appeal in numerous contexts, 

including notably sales, humanitarian and religious contexts, 
oftentimes politics, journalism, and more. It’s certainly possible to 
organize a persuasive message around an emotional appeal. Emotions 
certainly provide strong motivation for action, as people readily act out 
of pleasure or anger, fear or pride, guilt or hope.  

 
The technique is relatively simple to understand. It involves grabbing 
the audience’s attention with a relatively mild emotional message and 
then gradually intensifying the emotion into passion or desire or 
frenzy, which makes it easier to persuade people to do something that 
they did not want to do before. Sales people use an acronym, AIDA, 
meaning Attention, Interest, Desire, Action, which characterizes this 
emotional intensification.  
  
The technique for organizing an emotionally charged, persuasive 
message is a simple one, but highly difficult to master, and typically 
involves professional training. 
 

3. Logos or logic is useful in multiple contexts, especially in professional 
ones, where it is the most common approach to persuasion. Typically, 
if you find yourself in the position of speaking to colleagues with the 
purpose of persuading them to do something they’re not crazy about 
doing, you would do well to rely on the power of reason.  

 
 
Problem-Solving Persuasive Organization 
Another type of persuasive organizational pattern that may be helpful is 
one that focuses more explicitly on problem solving.  
 
1. Common ground: Open with a positive outcome or goal that you and 

your audience share. Make it specific to the situation.  
Consider Veronica, the head of human resources of Barton Tech, a 
firm that designed and engineered specialized equipment for other 
manufacturing companies, who spoke at a meeting of senior managers, 
including the CEO. Although this CEO recognized a high turnover rate 
among young engineers, he also needed to be convinced to change 
some personnel practices. In her talk, Veronica didn’t say, “We all 
want the company to succeed,” but instead, “Barton Tech has been 
built by employees who feel they contribute directly to our success.” 
She went on to provide a few examples. 
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2. Problem: Create a logical connection by showing how the common 
ground is threatened. It’s important, again, not to belabor the negative. 
Refrain from ranting about the problem, pointing fingers, or going into 
great detail about the things that have gone wrong. Rather, distill the 
problem into its essential component, relate that logically to both the 
common ground and to the solution that follows.  

 
Veronica: “In the past three months, Barton Tech has lost excellent 
employees to other companies, not because we are not paying enough, 
but because we did not give them the power to make decisions about 
their own job responsibilities.” To prove her point, Veronica again 
offered a few details about the employees who left, but she didn’t 
express outrage, accuse anyone, or wander into non-essential but 
related issues such as reduced productivity or the cost of training new 
employees. She didn’t dwell on the negatives any longer than 
necessary to convince people that the company had a very clearly 
defined problem. 

 
3. Solution: The solution is the crucial moment, because it logically 

implies the action of the audience. Your listeners can more readily 
solve a problem by clearly understanding what the issues are, and how 
the problem threatens a goal that they share. When delivering the 
solution, you can elaborate a bit. Instead of emphasizing what went 
wrong, present the positive scenario of what will change when the new 
action takes place. 

 
Veronica wanted her colleagues, including the CEO, to trust lower-
level employees to make good decisions. So she gave concrete 
examples of employees who had shown good judgment in making key 
decisions. She noted that sometimes junior employees were better 
informed about the issues that affect their work than the senior staff. 
She pointed out that by retaining creative young employees and giving 
them more freedom, the company would be more likely to come up 
with valuable innovations. (Veronica had the advantage of knowing 
that many of her colleagues, including the CEO, were once creative 
young engineers themselves.) 

 
4. Overcoming objections: Understanding why your audience will try to 

resist doing what you are asking them to do is also crucial. Address the 
objection directly, acknowledge it as a legitimate concern, and then 
show why the advantages of adopting your approach outweigh the 
objection. 
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Veronica’s colleagues are well-intentioned. They want to ensure that 
the Barton Tech’s industrial products met engineering and design 
specifications.  
 
In responding to a problem two years earlier, the CEO instituted a very 
strict review process for all engineering work from the earliest phases. 
In her talk, Veronica acknowledged that quality was important, but 
countered that retaining young, talented engineers and harnessing their 
entrepreneurial spirit was more important in the long term. She 
emphasized that what Barton Tech might suffer in isolated quality-
control problems would be more than made up by inspired designs and 
innovative products. 
 

5. Additional benefits: Here you can be even more persuasive by talking 
about other important advantages. Make sure these benefits are always 
directly related to your audience’s needs. 
 
Veronica mentioned that, in addition, a workplace with more freedom 
to create would decentralize decision-making policies, free up more 
time for senior managers, improve company morale, and encourage an 
atmosphere of mentoring for the young engineers 
 

6. Call to action: Close by referring to the specific action you want your 
audience to take. Often this action is implied by the problem-solution 
logic, but you may want to be even more explicit. The action required 
may be a signed document of approval, a revised resources budget, or 
attendance at meeting for further training. 
 
In Veronica’s situation, the call to action was somewhat more 
complex, since it involved revision of an engineering review process 
that she didn’t fully understand. She called for a change in philosophy 
that would allow more decision-making freedom for junior staff, and 
asked the managers to work out the details under the CEO’s direction. 
She acknowledged that this decision was not hers but theirs, and gave 
added credit to the CEO. 
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An outline of Veronica’s presentation might look something like the 
following. 

 
 
Generic Problem-
Solving Persuasive 
Pattern 
 

 
Veronica’s Outline 

 
Common ground 

 
“Company success depends upon employee 
contribution.” 
 

 
Problem 

 
“Employees are leaving because they feel that 
they are not being given the decision-making 
freedom to contribute.” 
 

 
Solution 

 
“Trust young engineers’ ability to make 
innovative products, and allow them that 
creativity.” 
 

 
Overcoming 
objections 
 

 
“Young engineers sometimes make mistakes, 
but a few mistakes can be fixed. In the long run, 
improved products will result.” 
 

 
Additional benefits 

 
“Young, happy, creative engineers will improve 
morale.” 
 

 
Call to action 

 
“Change the work review process to allow more 
creativity for young employees.” 
 

 
 
Summary of Organizational Patterns for Public Speaking 
Remember that the organizational patterns discussed in this chapter aim to 
help you achieve your purpose with your audience. Their effectiveness 
depends upon your analysis of the audience and your understanding of 
your purpose. The first thing to realize is that your audience is listening to 
you, rather than reading the information in a document. You will next 
decide whether to use:  
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• direct organization, the most common method, which is especially 
effective when your audience is receptive or neutral about your 
message and purpose;  

• or indirect organization, more rarely used, which is better suited to 
those occasions when your audience is likely be more resistant to your 
message. 
 

As always in public speaking, it’s not about you but about your audience. 
“A” is for audience. 
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"All the great speakers were bad speakers at first." 
 - Ralph Waldo Emerson, writer 

Chapter Six: Engaging Your Audience Through  
Your Performance 

 

 
You have probably noticed that five full chapters precede this chapter on 
the skills of actually presenting your speech in public. That’s entirely 
appropriate. Successful public speaking is all about preparation. If you 
prepare yourself properly, you will likely: 
 
• Spend at least four or five hours, and maybe more, composing a 20-

minute speech  
• Rehearse once or twice, and revise according to the feedback you get 

or give yourself 
• Spend hours harmonizing your mind and body  
• Devote perhaps weeks and months developing enough expertise in 

your topic that you are asked to speak about it in public 
 
In short, successful public speaking is well over 90% preparation. 
  
This chapter is also, naturally, more preparation. You’ll learn tips and 
techniques about what to do—and what not to do—in the days and hours 
before you stand in front of an audience, as well as when you are actually 
in front of an audience. These are the final stages of preparing yourself for 
a successful public speech. 
 
In the course of this final preparation, you should remember that your 
speech is, in itself, preparation for future speeches. Nothing prepares you 
for public speaking like public speaking. You’ll further reduce your 
anxiety if you let go of the idea that this one speech is the make-it or break-
it opportunity in your public speaking life. Instead, focus on the realization 
that each time you speak in public is another chance to improve. 
 
Amanda’s Knees 
Consider, for example, Amanda. Two years after graduation, her best 
friend from college was getting married and asked her to be maid of honor. 
Amanda was genuinely honored to accept, and genuinely nervous to realize 
that she would have to make a speech in front of 150 people, most of 
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"There are always three speeches, for every one you actually gave. The 
one you practiced, the one you gave, and the one you wish you gave." 
 
 - Dale Carnegie, writer and lecturer  

 

whom she didn’t know at all. Not only would the guests likely be well 
lubricated with alcohol, but they would expect her to somehow command 
their attention and entertain them with funny and sentimental stories 
appropriate to the occasion. 
 
Amanda had made a couple of routine and forgettable class presentations 
in college, and she regularly spoke at work in meeting of less than ten 
colleagues. But she had never been in front of a large group of potentially 
unruly strangers before, and had never spoken at such a formal and 
momentous occasion. She was more than a little apprehensive. 
  
Weeks before the wedding, Amanda began preparing her speech in earnest. 
As she worked out at the gym, drove in her car, fell asleep at night, and 
other moments that left her mind free, she would think about the speech. 
She pictured herself in front of the audience, but couldn’t actually imagine 
herself meeting their expectations. In fact, she could barely imagine the 
audience at all.  
 
So she pumped the bride for information about who would be at the 
wedding: their ages, their likes and dislikes, how they knew the bride and 
groom. She learned about the bride’s grandparents who still lived on the 
family farm, the funny brother-in-law who worked in insurance, the family 
friend who’d annoyed the bride since childhood with stupid nicknames. 
From a more concrete sense of her audience, she began to get a sense of 
the kind of stories she could tell, and as she began to compose parts of her 
speech in her head, she could imagine—or visualize—herself in front of 
her audience.  

 

  
As the wedding approached, amidst all the travel and rehearsals and other 
ceremonial frenzy, Amanda continued to obsess about her speech. Three 
weeks ahead of time she could visualize herself in front of her audience, 
but she couldn’t imagine speaking without a script. She also couldn’t 
visualize reading from a script. So she wrote out her speech word for word 
and memorized it word for word. By the wedding day, she had practiced it 
in front of her friends and family so often that they banished her to the 
mirror, where she continued to rehearse, even on the morning of the 
wedding. 
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As soon as she entered the reception hall, all she could think about was her 
speech. She was so preoccupied that she ignored everyone until, nearly two 
hours in, she stood up at her table holding the microphone. She took a deep 
breath, smiled, and delivered her speech word for word as she had 
memorized and practiced it. Though it was by no means the best speech of 
the night, she got a few laughs, a few sentimental “aws,” and more than 
polite applause at the conclusion. Amanda was reassured, relatively 
pleased with her success, and relieved that she had spoken from behind a 
table—she was quite composed visibly, but below the table her knees were 
shaking. 
  
No less than three weeks after her big speech, Amanda’s sister became 
engaged and asked her to be maid of honor. Another speech to make. She 
had nearly a year to think about the speech, though she lost no sleep, and, 
in fact, didn’t even think about it until a couple of weeks before. This time, 
she composed and memorized only an outline, more confident as a result 
of her previous success. She rehearsed a bit, including in front of her dad 
the night before. With his encouragement and a few tips to simplify, 
Amanda felt ready. Her speech went quite well, perhaps not the best one 
that day, but it was still well received, especially by her sister. Amanda 
was pleased with herself, because this time, although she was again 
speaking from behind a table, her knees were steady. 
 
 
Rehearsal, or Practice Perfects Presence 

Public speaking is a performance, so naturally you need to rehearse in 
order to improve your chances of success. Your performance is better, not 
when you memorize a script word for word, but when you speak in the 
moment. Rehearsing to be impromptu may seem to you a bit of a paradox. 
In fact, an impromptu speech requires lots of planning, composing and, 
yes, rehearsing. Obviously, your speech will not be the same in front of a 
live audience as it is in rehearsal, since you’ll be responding to the 
audience, to the moment, and to the rapport you establish. Still, your 
performance, especially your ability to speak in the moment, to be present 
and have a presence, will be a better one if you rehearse. 
 
One main reason that rehearsal improves an impromptu performance is that 
it helps ingrain your knowledge of what you want to say and how you want 
to say it. When you rehearse an impromptu speech, you’ll come up with 
words and phrases that create a trace in your memory; those expressions 
will be easier for you to access when the pressure of the moment is on. 
This phase of preparation is not memorization, or at least, not word for 
word. Rather you are training yourself to know your speech in a different 
way, and, in some ways, a more thorough way. You want to know it so 
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well that you don’t have to memorize it. Your goal is to forget thinking 
about the speech, or worrying about it, so that you can focus on your 
audience when the time comes, and actually be present. This type of 
rehearsal gives you the kind of knowledge and preparation that allows you 
to have perceptible presence in front of your audience. 
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What Not To Do in Your Speech 

 
• Do not leave your cell phone on. Even a vibration can distract 

your audience from your speech. 
 

• Do not read to the audience. Prepare so that you can speak in 
the moment, with help perhaps from an outline on note cards or 
PowerPoint slides. 
 

• Do not look down. Keep your head up, look at the audience, 
and make contact with some of the individuals in it. 
 

• Do not mumble. Speak slowly, articulate clearly, and project 
your voice into the room with confidence. Keep your hands 
away from your mouth. 
 

• Do not trail off at the end of sentences. Maintain a steady 
voice throughout so that your audience can hear all of your 
speech. 
 

• Do not raise the pitch of your voice at the end of sentences. 
Your speech will not be all questions. Your listeners want you 
to speak with confidence. 
 

• Do not rely on verbal tics. Filler words like “umm” and “ah,” 
“like” and “you know” are distracting, even annoying for the 
audience. Instead, pause and take a breath.  
 

• Do not distract the audience with your body language. 
Playing with your hair or with your jewelry, swaying or 
rocking on your feet, grabbing your elbow, or other movements 
or gestures with no connection to your speech can be extremely 
unsettling. Make sure your body language supports your 
speech. 
 

• Do not overstay your welcome. If you are given ten minutes 
to speak, stay on schedule. Always leave your audience 
wanting more, not less. 
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Tips and Techniques for Delivering a Great Speech, or What to 
Rehearse 
 
Another important reason to rehearse is to perfect your delivery, your style, 
and your means of being in the moment and creating a presence. The 
ingredients to a successful delivery include: 
 
1. Audience awareness and engagement (“A” is for audience) 

 
2. Pacing 

 
3. Voice 

 
4. Body language 

 
5. Energy 
 
Put these elements together, improve them in rehearsal, and, above all, 
employ them in service to the purpose and meaning of your speech. In 
doing so, you will create your particular speaking style, and your own 
individual presence. 
 

Audience Awareness and Engagement 
Two things to be aware of about your audience before you engage them: 
 
1. Your audience truly wants you to succeed. Most of them are scared to 

death of public speaking, just like you. They know the risk of 
embarrassment, humiliation, and failure you take every time you 
present yourself in public. They feel for you. They admire your 
courage. And they are on your side, no matter what happens. This 
means that most audiences are truly forgiving. While a slip of the 
tongue or a mistake of any kind might seem like a big deal to you, it's 
not very meaningful or important to your audience. Their judgments 
and appraisals are usually much more lenient than yours.  
 

2. Rapport is better than perfection. When giving a talk, don’t worry 
about being perfect. It’s important to be prepared, but perfection is not 
a requirement. In fact, an occasional stumble makes you a real person. 
Audiences identify with someone who is real. And when people like 
you, it’s easier to be successful. 

 
 
Taking these two points of general awareness into consideration, you can 
engage your listeners with a couple of specific techniques. 
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1. Look at them. Make eye contact with individual members of the 

audience, and maintain that contact for a second or two so that the 
individual feels the connection. Then move on to the next, and the 
next. Do this with a number of audience members, and then glance at 
the audience as a whole. During your speech, you can alternate back 
and forth between these modes of looking at your audience. When you 
see them as a group of individuals, you will more likely be able to 
establish a rapport. 
 
As you look around the audience, you may see a woman texting on her 
phone, or maybe a big guy with his arms crossed and an “impress me” 
scowl on his face. Don’t linger there, and don’t worry about them. 
More than likely, they are isolated examples. Find the woman with the 
big smile who continually nods, even if she is your mother. Come back 
to her and the many others like her who will most likely constitute the 
vast majority of your audience, and who want you to succeed. Speak to 
them, and you will not only succeed; you are also more likely to 
interest the disinterested and impress the scowlers. 
 

2. Smile. In 80 to 90 percent of public-speaking occasions, unless you are 
delivering unpleasant news or an unpopular request, and often even 
then, you can instantly engage your audience simply by smiling. It 
warms them up, demonstrates your warmth, and also warms you up.  

 
Pacing 
If you are nervous in front of an audience (and all of us are), you will tend 
to speak quickly. To be effective, however, you need to slow down, to 
actually speak more slowly than normal speech, and to articulate each 
word, not mumble or trail off at the end of sentences. In doing so, you give 
your audience a better chance to understand and absorb what you are 
saying, and thus to engage in your talk. 
 
In addition to simply slowing down, you can use pacing, including pauses 
or silence, to create dramatic intensity and humor, and to make your speech 
more enjoyable for your audience and yourself. 
 
Silence is dramatic—and funny. As a speaker, one of the most powerful 
things you can say is nothing. You are guaranteed to get your audience’s 
attention by just pausing for a beat or two or three. Audiences love it because 
your pauses create a more intense, exciting, and enjoyable experience for 
them. Varying your pace with silence can electrify your audience. Consider, 
for example, the Michael Jordan quote from an earlier chapter: 
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“I have missed more than 9,000 shots in my career. I have lost 
almost 300 games. On 26 occasions I have been entrusted to take 
the game winning shot [pause] and missed. I have failed over and 
over and over again in my life. [pause] And that is why [long 
pause] I succeed.” 
 

Say it out loud, with and without the pauses. Notice the marked difference 
in drama? 
 
The silent pause is also crucial for humor. Consider the famous old Rodney 
Dangerfield joke:  

 “Take my wife, please.” 
It’s not funny at all unless you say, as Dangerfield did: 

“Take my wife. [pause] Please.” 
When you incorporate a deliberate pause in your speech, the line that 
follows rewards the listeners' anticipation, releases tension, and stimulates 
laughter.  
 
Silence also helps your audience. One of the best things you can do for them 
is to pause, to take a short break. A pause gives the audience: 
 
1. A chance to rest and digest your content which, because your audience 

is listening, is coming at them quickly, even when you’re speaking more 
slowly than usual. 
 

2. A cue to your transitions. This is especially effective when you couple a 
deliberate pause with a change in your PowerPoint slide, or a shift in 
where you focus your eyes, thereby allowing your audience to grasp the 
organization of your speech and the flow of your thought. 

 
Silence is relaxing. As the speaker, silence is your friend, not only because 
it creates drama and humor, and helps your audience track, but also because 
it helps you. In silence you can: 
 
• Harmonize your mind in the middle of your speech. You can collect 

your thoughts, check your notes, assess the progress or direction of your 
speech, evaluate whether your approach is working, and then proceed 
accordingly. 

 
• Harmonize your body. Breathe. Straighten up and relax. Take a sip of 

water. 
 

In fact, even if you are inclined to keep speaking, consider forcing yourself 
to pause, take a breath or a sip, collect yourself, and then move on. 
Everyone wins. 
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Voice 
Closely related to pacing is your tone of voice, which can enhance or detract 
from the intensity and humor of your speech. It’s critical that you vary or 
modulate your volume and emotional intensity. A monotone delivery, more 
than almost anything else, will put your audience to sleep or send them to 
their cell phones; a variously modulated voice can help keep them on the 
edge of their seats. You must also avoid distracting your audience with 
verbal tics. 
 
The volume of your voice is important. You need to speak loudly enough 
that your audience can hear you without straining (even if you use a 
microphone, as discussed below). In addition, you should project your voice 
from your chest and not your throat or nasal cavity, which generally gives 
your voice a more pleasant, resonant tone. As they listen to your strong 
voice, the audience will perceive you as both confident and competent. 
 
You shouldn’t, however, go through your entire speech at the same volume. 
Vary it to serve your purpose. Quiet down, even to a whisper, to get attention 
and set up an important point. Get louder and louder to simulate an argument, 
make a contentious point, or demonstrate your passion. The key is 
modulation. You needn’t overdo it; you can let your speech, your meaning, 
your passion determine your volume, but an element of modulation in public 
speaking is even more important than in normal speech. 
 
Remember, too, that not everyone in the audience can hear a question from 
another audience member. Particularly when you are using a microphone, be 
sure to repeat the question to the rest of the audience. 
 
Emotional pitch or intensity, a factor often connected to volume, is a 
powerful communicative tool. You need to use it wisely, even sparingly, and 
without forcing it or faking it, throughout the flow of your speech. Match 
your pitch to the emotions appropriate to the occasion, the topic, and the 
point you are trying to make. 
 
You may want to treat your speech like a story and modulate your emotional 
pitch up and down over the course of your talk, but also have an overall 
emotional arc, with your speech reaching a crescendo toward the end. In any 
case, you definitely want to start your speech at a relatively low intensity, 
giving yourself room to get stronger, and to build power. 
 



 

 84 

Verbal tics are difficult, if not impossible, for any of us to entirely eliminate. 
We are so accustomed to the verbal crutches--the “likes” and “you knows” 
and “ums” and other automatic fillers that pepper our normal speech-- that 
they carry over into public speaking. Although the “like”-per-sentence ratio 
probably peaks in junior high and lessens as we become more adept with 
language, these are speech habits worth trying to eliminate. Rather than 
engaging our audience, the verbal tics are distracting and often annoying. 
They also threaten our credibility as a speaker. 
To improve, try: 
 
• Rehearsing. Videotape yourself, if possible, to become more aware of 

what you are doing, so that you can learn to break the habit. 
 

• Breathe. Instead of filling the space with meaningless words and 
sounds, turn to silence. 

 
Body Language 
Some experts argue that more than half of the impact on your audience 
comes from body language. Audiences, and people in general, read and 
react to body language even when they are not aware of it. Consequently, 
you need to be just as aware of how you communicate with your body as 
you are with your words. You’ll want to pay particular attention to your 
stance, movements, gestures, and facial expressions.  
 
Effective body language supports the message of a speech and a particular 
moment of the speech. Audiences appreciate and respond to a lively and 
energetic speaker who uses his or her body as another public-speaking tool 
to convey a sense of knowledge, passion, and commitment. 
 
Your stance speaks for you before you open your mouth. It tells the 
audience whether you are confident or confused, competent or 
uncomfortable. You should obviously strive for ease and openness and 
engagement. Aim for a balanced stance, standing straight or slightly 
forward, feet shoulder width or slightly less apart, hands comfortably at 
your sides. You might also hold your hands at times behind your back. 
Above all, avoid the dreaded fig leaf pose, with your hands folded in front 
of your groin.  
Naturally you will not stay in this stance the entire speech. You will move 
and gesture. But coming back to your stance periodically acts as a moment 
of stillness, a way to amplify the motion, create variety, drama, and humor, 
and thus enhance your speech. For example, always make an important 
point, or give a humorous punch line, from a still position. You should also 
be still while listening to audience questions. 
 



 

  85 

Movement, if you have the opportunity, can be a powerful, effective, and 
fun element of your speech. When you move, however, be sure to move 
with a purpose. Otherwise, wandering around willy-nilly can be extremely 
distracting to your audience.  
 
• When making an important point, take a couple of steps toward your 

audience. 
 

• When moving away from your audience or to one side or the other, be 
sure that it comes at a moment when you want to lessen the intensity, 
such as during a transition period. 

 
• When delivering an important point or punch line, be still. 
 
• Go into the audience directly if you want to be especially playful or 

fun, and if serves the purpose of your speech. 
 
You may not always have the opportunity to move, but by doing so, you 
help your audience stay engaged. 
 
Gestures can emphasize a point, express emotion, direct attention, explain, 
or even relieve tension. They can also distract and annoy. Make sure you 
know the function of your gestures and how they work with your speech to 
engage the audience. 
 
Consider these few tips: 
• Typically, you’ll put more effort into eliminating distracting gestures 

like playing with your hair or jewelry, clenching your fists, or putting 
your hands on your hips, than into creating new ones.  
 

• Let your words, your meaning, and your passion determine your 
gestures. Don’t force or fake anything. Usually, if you are passionate 
about your topic, your body will naturally help you communicate. 

 
• Small gestures, stemming from the elbow or the wrist, work for small 

audiences but not large ones, because not everyone can see them.  To 
be seen by larger crowds in larger venues, use larger gestures 
stemming from the shoulder. Slow movements are also quite effective. 
• When interacting with the audience, such as listening to a question, 

hold your hands at your side or behind your back; in other words, 
be still. 
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Facial expressions speak loudly. As we’ve discussed, eye contact and 
smiling are vitally important. But you can’t smile throughout your whole 
speech, and certainly not when the occasion is a somber one. On the other 
hand, it is important not to let your face become a stony, inexpressive 
mask. Unfreeze your face with your initial smile, and then let your words, 
and the meaning and emotion of your speech, show on your face. As with 
gestures, if you are passionate about your speech, your face will say so.  
 
Rehearsing all types of body language is important, because so often we 
aren’t aware of what our body is saying. If your speech is videotaped, 
review it afterward for distracting movements and expressions, or solicit 
honest feedback from friendly mentors and other audience members. 
 
Remember, though, that your natural body language will not be effective in 
front of an audience, any more than your natural speech patterns will. You 
need to be bigger, more expressive, more animated, and thus more 
powerful. By using the physical tools of stance, gesture, facial expression, 
and movement wisely, you enhance your communication skills and better 
connect with your listeners. 
 
Energy 
 
The greatest asset you have, the one that feeds all the other facets of your 
delivery—engaging your audience, modulating your voice, communicating 
with your body, even controlling the pace of your speech—is your energy. 
Public speaking is a performance, and it requires energy. You have to be 
ON! 
 
Your nerves—and remember, everyone is nervous about public speaking—
indicate your energy and your enthusiasm for your topic, the “fire” in your 
belly. You are nervous because you care. Transform this nervous energy 
into your passion. Prepare. Practice. Then present with that passion. You’ll 
be a success. 
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Advance Check of Audio and Visual Equipment 
 
 Arrive early, an hour or more, to familiarize yourself with the 

room, the set-up, and the equipment. Arrange for technical 
help.  

 
 Decide whether you will sit or stand. Most speakers find that 

they are more energized and can more easily engage the 
audience when they stand. Sitting tends to lower enthusiasm, 
weaken vocal delivery, and lessen the overall impact. 

 
 Test the sound. If you will use a microphone, learn whether 

you’ll hold it in your hand or pin it to a lapel. Is it wireless? 
How does it go on? 

 
 Check the sound. Speak the first half minute or so of your 

talk. Keep within six inches of the microphone. Project your 
voice as you would during the actual speech. Make sure the 
sound reaches the back of the room. Listen for a hum, a tin-can 
sound, a vibrating speaker, or other annoyance. Ask the 
technical assistant to adjust the sound as necessary. 

 
 Find the range of the wireless microphone. If you plan to 

walk around the room or mingle with the audience, be sure to 
see how far you can go and still stay in range of the 
transmitter. Also remember to avoid the feedback that occurs 
when you hold the mike too close to a speaker.  
 

 Set up the video equipment. Turn on the computer and data 
projector. If you need the Internet for your talk, make sure the 
connection works. Load your PowerPoint presentation. Check 
to make sure that the images are all there and the sound works. 
If you can, leave it on until your talk, so you don’t have to set 
up again at the beginning of your speech. 
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Preparation Timeline  

The following timeline summarizes all aspects of the book. Use it as a 
reminder to ensure that you are preparing for success. 
 
 Harmonizing your mind is an ongoing routine. Refresh your mindset 

in the hours and minutes before you step to the podium and, indeed, at 
the podium. Visualize. 
 

 Harmonizing your body is an ongoing weekly routine. You should 
take special care as the speech approaches. Get a good night’s sleep. 
Stay away from alcohol to keep your mind clear, avoid a hangover, and 
its accompanying dehydration and dry mouth. Also avoid caffeine and 
dairy products—you’ll have plenty of adrenaline. Before you speak, 
find time to exercise to relieve stress and tension and induce 
endorphins. When you speak, and right before your first words, 
remember to breathe. 
 

 Composing your speech should begin at least two weeks before your 
presentation, and you’ll need a complete draft a few days ahead so you 
can rehearse and refine. Composing a good speech can happen at odd 
times and places, not just with a pen or computer but also when 
driving, showering, or falling asleep.  
 

 Rehearsing happens in the days preceding the speech. Know it well 
enough to be impromptu in the moment of speaking. 
 

 Checking the room and equipment should happen at least an hour 
before, perhaps the morning of or the day before. 
 

 Engaging your audience can start before you step to the podium. 
Shake a few hands, introduce yourself to a few people, and get them 
and yourself warmed up. 
 

 Enjoying yourself can happen during the speech. Prepare for it. Work 
toward it. Expect it. If that doesn’t happen in this speech, then plan to 
enjoy the next one.  

 
Follow these steps and guidelines, and you’ll prepare yourself for effective 
public speaking. Remember to keep it simple. Your goal is to make sure 
your message is received and understood. Always keep in mind the 
purpose of your speech. Enliven your presentation by connecting with the 
audience and by being positive and confident. Prepare for success. 
 
Step to the podium. Look at the audience. Smile. Breathe. Enjoy. 
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A Quick Overview 
Art of public speaking: Public speaking can be a powerful tool for the 
purposes of motivation, influence, persuasion, information, translation, or 
simply entertainment. 

Be a better presenter: Pace your presentation so that it has a smooth flow, 
and be prepared to answer questions from the audience. Always have a 
back-up plan ready just in case something unexpected transpires during 
your speech. Engage your listeners! 

Become a better presenter: Make sure your message is clear to your 
audience. Outline your main points and tell them what you are going to tell 
them. Then, go deeper into the subject matter, and tell them more. Finally, 
summarize your presentation into a few short sentences and tell them what 
you’ve told them. This is a traditional presentation style. 

Become a public speaker: Interpersonal communication and public 
speaking have several components that embrace such things as 
motivational speaking, leadership/personal development, business, 
customer service, large-group communication, and mass communication. 

Business communication skills: Communication skills are particular to a 
variety of situations. It is imperative to undergo training to develop and 
improve your communication skills as they relate to your roles in an 
organization. 

Communication skills training: Various types and forms of group 
communication skills training are used all over the world for those who are 
trying to improve their communication (social, interpersonal, negotiations, 
etc.) skills. 

Confidence booster: Take time to get to know yourself, and you will 
become more self-assured. By getting out of your comfort zone, you can 
make fresh discoveries and gain new skills which will increase your 
confidence. Action is the secret to your success. 

Confidence coach: Find your creative potential, and have the courage to 
do new things. By trusting your inner voice, you will learn to know 
yourself better. 

Confident public speaking: Self-assurance comes with speech preparation 
and practice. Become extremely familiar with your subject matter, and start 
by speaking to small groups.  

Corporate public speaking: In corporate or commercial settings, greater 
importance is attached to the delivery of a keynote speech or keynote 
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address. The keynote lays the framework for the program of events or 
convention agenda. 

Effective communication skills: Communications training provides 
necessary skills for individuals to be effective in business. Effective 
communication is vital for the success of personal interactions and for 
organizational communication. 

Engage an audience: The audience wants to feel like you are speaking to 
each of them personally. These listeners are an integral part of the success 
of your presentation. You must connect with the group as individuals so 
that your message is clearly understood. 

Enjoying public speaking: Public speaking is the process of speaking to a 
group of people in a structured, deliberate manner intended to inform, 
influence, or entertain the listeners. Enjoy yourself, smile, and have fun! 

Fear of public speaking: Glossophobia or speech anxiety, the fear of 
public speaking, is one of the most common phobias. Stage fright or 
performance anxiety can precede or accompany an individual’s 
participation in any activity involving public self-presentation. 

Give a speech: An orator, or public speaker, is one who gives a speech or 
lecture. 

How to make a speech: A public speaker is a person who makes speeches 
in public settings. Speakers may address a large assembly of people or 
small gatherings. 

Make a speech: Speech is the vocalized form of human communication. 

Oral presentation technique: This process helps a presenter to speak 
clearly, and to practice and refine pronunciation and presentation skills, in 
order to enhance audience comprehension. 

Preparing to speak: Know your topic and know your audience. Have a 
clear purpose and know what you want from your speech. Review your 
goals, needs, and expectations. Evaluate the essentials of your speech such 
as its content, organization, and non-verbal expressions. 

Public-speaking anxiety: Verbal symptoms can include, but are not 
limited to, a tense or quivering voice, and repetition of “umm,” “er,” and 
“ah,” common vocalized pauses which tend to comfort an anxious speaker 
but distracts an audience. 
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PUBLIC-SPEAKING MASTER SERIES 
 

 

 
IMproSolutions™ Public-Speaking Master Series with Scott Topper 

A PERSONAL DEVELOPMENT & EDUCATIONAL TRAINING PROGRAM 

IMproSolutions™ is committed to helping others to become better public 
speakers and to overcome their fear. Our goal is to empower individuals to 
achieve success in their personal and professional lives. Seeking results for 
your public-speaking challenges? IMproSolutions™ is here to 
help! Eventually EVERYONE at some point in his or her life will be 
called upon to make a speech. 

Developed in 1999, IMproSolutions™ gives you the tools and knowledge 
you need to overcome your fear of public speaking and to become a better 
presenter. We realize that stage fright is the number-one fear among adults. 
Sharpen your skills, increase your confidence, and improve your 
performance.The IMproSolutions™ technique is highly effective for many 
people, professions, occasions, and events.  

The Public-Speaking Master Series is great for executives and managers 
seeking public-speaking success. The course is not only fun and easy to 
understand, but it is also highly effective.As professional actor and speaker 
Scott Topper guides you gradually through the fundamentals of effective, 
powerful presentations, you’ll explore improvisation, warm-up exercises, 
visualization, vocalization, body movement, and stage technique while 
learning how to develop your most effective delivery style. Each topic is 
clearly explained and demonstrated during the Public-Speaking Master 
Series. You will also receive a comprehensive workbook filled with 
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“After applying this process to your everyday life, you’ll find your inner 
voice and transform your presentations.” 
 - Scott Topper, author and show host 
 

suggested exercises, practice tips, checklists, and room for recording your 
own notes. 

With over two decades of public speaking, improvisation, and acting 
experience, Scott Topper will personally walk you through the basics of 
improvising and public speaking. You’ll discover step-by-step secrets to 
improving your public-speaking skills. Our goal is to increase your 
confidence and creativity by further developing your public-speaking 
technique. 

Congratulations for taking the first step towards improving your public- 
speaking skills. Our methods and strategies are extremely effective for 
anyone who trembles at the thought of speaking in public. Think of this 
course as a combination of Basic Theatre 101 and Introduction to 
Improvisation, focusing primarily on preparation and delivery of a speech 
and on boosting your confidence and stimulating your creativity. We want 
to help you learn to deal with your fear directly, by empowering you with 
the right tools so that you can feel secure in front of an audience. You’re 
on the right track! 

Topics include: 

•  Breathing techniques and visualizations 

•  Becoming passionate about your presentation 

•  Boosting your confidence 

•  Knowing the purpose and objective of your speech 

•  Common speaking challenges 

•  Preparing and practicing your speech 

Please contact us directly for master series availability and pricing at 
info@improsolutions.com 
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SHORT SEMINARS AND KEYNOTE SPEAKING 
 

 

 
IMproSolutions™ also offers a condensed thirty-minute seminar and a 
complete one-hour keynote presentation on public speaking with Scott 
Topper. 

Overcome your fear of public speaking! Please contact us directly for 
seminar availability and pricing at info@improsolutions.com  
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"Courage is not the absence of fear, but rather the judgment that 
something else is more important than fear.” 
 - Ambrose Redmoon, beatnik and author 
  
 

Contact Us 
We invite you to share your public-speaking stories and experiences by 
submitting your articles to: info@improsolutions.com. If you have any 
questions or comments about our products or any part of your experience 
with IMproSolutions™, please contact us at the above e-mail address, and 
we will be happy to address it directly.  

At www.improsolutions.com, you can also sign up to the 
IMproSolutions™ e-mail club to receive additional useful information that 
will help you become a better presenter. Check out the rest of our website 
and give us your feedback. We would love your suggestions and 
recommendations for content on future IMproSolutions™ Interactive 
Speaking Series DVDs & MP4 Videos. What would you like to learn? 

Thanks again, and we look forward to hearing from you! 

 
Best Regards, 
 
The IMproSolutions™ Team 
IMproSolutions™ Corporate Office Contact: 
11684 Ventura Blvd. 
Suite # 870    
Studio City, CA 91604 
(818) 640-6100 
info@improsolutions.com 
 
IMproSolutions™ realizes that becoming a better presenter takes time and 
practice. Our methods, explored in best-selling MP4 Videos, DVDs, 
workbooks, audio books, books and E-books, are effective for anyone who  
wants to overcome the fear of speaking in public. Our materials are 
constantly updated and refined, with proven techniques that are based on 
more than 20 years of real-life experiences. The courses are fun, simple, 
and highly effective. IMproSolutions™ programs have directly impacted 
the lives of nearly 200,000 people around the world. If you are looking for 
solutions to your public-speaking challenges, you have found the right 
system to sharpen your skills and improve both your performance and your 
confidence.  
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DVDs & MP4 Videos in the IMproSolutions™  
Interactive Speaking Series featuring Scott Topper 
  
INTERACTIVE SPEAKING SERIES 1 
The Secrets of Successful Speech Making:   
Overcome Your Fear of Public Speaking 
Perfect for the first-time presenter. Discover proven techniques for 
improving your presentation skills, and develop the tools you need to 
deliver a powerful speech.  Progress to the next level by learning how to  
deliver even more effective, successful presentations. 
 
INTERACTIVE SPEAKING SERIES 2 
Improvisational Skills for Beginners: Preparing to Be Spontaneous 
Explore the basic methodologies of improvisation and the ways in which 
you can use these proven concepts to strengthen your public speaking. 
 
INTERACTIVE SPEAKING SERIES 3 
Advanced Improvisational Skills: Learn to Think on Your Feet 
Move beyond basic improvisation as you learn techniques to establish 
rapport, handle tough questions, improve timing, and convey your message 
with confidence and poise.  Each 60-minute DVD and MP4 Video is 
accompanied by a detailed instructional booklet filled with step-by-step 
exercises, examples, illustrations, and practical tips to help you hone your 
skills and gain the proficiency of a seasoned professional. 
 
To order, please go to our website: www.improsolutions.com 
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Audio CD & Audio Book MP3:  
The Secrets of Successful Speech Making For the First-Time 
Presenter by Scott Topper with Patrick McHugh, Ph.D. 
 
 

 
(204-minutes) 

Gain a competitive edge and become a better public speaker! 
You can achieve your goal of becoming a better presenter by learning 
powerful public-speaking techniques and visualizations, and by practicing 
positive affirmations. These highly effective tips and secrets are now 
available on CD and audio book. “The Secrets of Successful Speech 
Making For the First-Time Presenter” is ideal for group training, as well as 
for individuals who want to develop their public-speaking skills during 
commuting time.  Your thoughts lead to images through visualization. 
Your images become action. Your actions then become your new public-
speaking reality. Know the purpose of your speech and communicate your 
message with enthusiasm and passion. This audio program definitively 
answers the universal question, "How do I overcome my fear of public-
speaking?"  IMproSolutions™ helps you learn to deal with your fears 
directly by empowering you with the right tools so you can feel secure in 
front of an audience.  Topics include discovering your inner public voice, 
harmonizing your mind and body to uncover your passion, knowing your 
stuff but speaking to your audience, selecting and organizing content to 
achieve your purpose, and engaging your audience through your 
performance. This bestselling book is narrated by the author, three-time 
Emmy-nominated television show host Scott Topper.  He provides a 
compelling narrative as he describes the secrets of successful speech 
making for the first-time presenter. The audio program has an approximate 
running time of two hundred and four minutes. Great for students, 
professionals, and business people! 
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E-book & Paperback Book:  
Public-Speaking Basics by Scott Topper 
 

 
(48 Pages) 

 

Embrace Your Public-Speaking Destiny 
Many people tremble at the thought of speaking in public. This invaluable, 
self-help E-book and paperback book about public-speaking basics is filled 
with practical information, examples, and exercises to counter those fears. 
Not only does it aim to inspire and educate, but it will also provide you 
with the specific skills you need to resolve successfully your own public-
speaking challenges.  This book for young people and adults, part of the 
IMproSolutions™ Multi-Media Home Study personal development and 
educational training program developed in 1999, is filled with helpful tips 
and suggestions to help you become a better presenter.  Some of the 
subjects you’ll learn include: choosing your audience and your location, 
challenging yourself to overcome your fear of public speaking, relaxation 
and vocal preparation techniques, increasing your confidence, non-verbal 
communication tools, and food choices that effect overall quality of your 
presentation.  Whether your goal is to motivate people to action or simply 
share a good story, “Public-Speaking Basics” will give you the tools and 
knowledge you'll need to confidently connect with your audience and 
deliver your important message.  
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Audio CD & Audio Book MP3:   
Public-Speaking Basics by Scott Topper 
 

 
(53-minutes) 

 

Improve your public-speaking skills! 
Achieve your goal of becoming a better presenter by learning powerful 
public-speaking techniques and by practicing vocal warm-up exercises that 
encourage physical and mental relaxation.  These highly effective tips and 
suggestions are now available on CD and audio book. “Public-Speaking 
Basics” audio program is ideal for group training, as well as for individuals 
who want to develop their public-speaking skills during commuting time.  
In any profession, one of the best indicators of success is how often an 
individual is asked to speak.  Higher salaries are usually awarded to those 
who are asked to deliver compelling speeches more frequently.  Isn't it 
worth investing time toward improving your public-speaking skills? 
IMproSolutions™ helps you learn to deal with your fears directly by 
empowering you with the right tools so you can feel secure in front of an 
audience.  Topics include choosing your audience and your location, 
challenging yourself to overcome your fear of public speaking, relaxation 
and vocal preparation techniques, increasing your confidence, non-verbal 
communication tools, and food choices that effect overall quality of your 
presentation.  This bestselling book is narrated by the author, three-time 
Emmy-nominated television show host Scott Topper.  He provides a 
compelling narrative as he describes the basics of public-speaking.  The 
audio program has an approximate running time of fifty three minutes. 
Great for students, professionals, and business people!
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