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ARATION FOR VICTORY SPRAKING
FOR USE BY
“7AR SPEAKER'S BUREAU

Victory Speakers in the army of civilian defense will usually be
skilled and effective speakers before they are selected.. leverthe-
less, a series of meetings will serve to draw together their knowledge
and skill for the most effective use in the particular kinds of speak-
ing dermanded by this service.. This series of meetings should be under-
taken in the spirit of teamworlk and mutual help..

The following comments spply to the course as a whole:

If possible, a qualified teacher of speech should
be in chargs of the meetings.. Even though no such
teacher is available, this refresher course may be
given under the direction of some expericnced
[@rson. :

Eight meetlngs are suggested. It may sometinies be
desirable to devote two evenings to one ssction.
Indsed, the number of rneetin;s may be incrsased or
decreased to it the nesds of the spealiers enrolled.

To serve the purpose of the course, every member -
should speak at every meeting. Thers sliould be

a timekeeper, perhaps using one of thz luncheon
club devices (a gong or an alarm eclock) to call
time. ‘Speakers need to be schoolad in presenting
their thoughts as prepared within striet chrono-
logical limits.

Friendly, objective, ond constructive criticism
should be invited, in a common effort to improve
the effectiveness of individuals and the zroup.

The program suggested here will not necessarily fit all groups. Some
nay want to include speech delivery or other subjects. Group needs
should govern the agenda worked out for any series of meetingsa.,



The Tirst Leeting

The first meeting should make ¢lear how the local defense progran is
designzd to help win the wary and now sPuakaro can hslp in the local
defense prozrand. ol & :

Jring %o this meeting the people who direct the sssentisl war workk in
your comimunity: - the ehairmun of the local defense council, the chiefs
of its various divisions, the regiénal representative of thc Office of
Price adminiptration, tga chéirman of the  local soleetive servigs board,
the chairman of the lecal.rationing committee, and any one else-who di-
reets. mork that is vital in. fishting the war. ‘Varn these néonle to lLe
brief, and ask ivhem to speak on the following topics:

1. "hat is the wer work for which I an regponsiblaf
2, How cﬁnﬂthe Victory Speekers halp to accoriplish it?

“Then the officials ‘have finished, opan the mgeting for discussion. Zn-
couraze each Victory Speaker to’ proba,for information. The valus of
Vietory Speakers will depend ia lavge part on the Ja;cartuma of right
answers they can rive to queutions raised in thie coobincs they address.
This iz the time to nail dom: the faects on the local pyouraA for defense.
After the discussion period, the visivinmy: orffieials may leave, and the
Victory Speakers siould be called on $06 spoak. IF is very important
that 'each member of the ~roup spszak at eacu _enti~". For this evening,
the following, topiecs mi bt bc used for tio-iinuis improimtu talks:

l. Explain who jou aras nune,-businass,‘blck‘*ounu, interests. -

2, Talk om the imnortaucs of ATlR, aspect of civilian defense. |
After thase speeches, tine should be devoted to an BKﬂlJHq’lon of _ '
speeches planned for the second meeting. . T g e G0
Assipment for the ue“t leebing - R I
Aglt each member of tha group to pren&re a'talk for thé second meeting.
on some specific aspect of the local defense: ‘profram. Iave him think. of..
two or titres definite instances of the kind of work Leins done. llot only
ghould it be exnplained, but the inportance of the work should be empha-
sized. ‘

The speeches should be four rinutes in length, no more. It tuakes care-
ful planning: and experience to arrive at proper timing for a specch.

Start workins on it right now, and never relax. & ti.ekeepar should bs
enpointed, and each speaker should be rapped dowa vier his time is up.
For the first several spceches, it would be well to ~ive hiw a waraing -
vhen he has half a rinute to ro. Lnphasize the nacessity of saying whatb
is to be ssid in precisely +the tims allotted.



A list of topies for the second session can he assenbled on the basiz
of the tilks given by defense officials. The follewing list may be
helpful:

Sslective Service Ratings The Vietory Gardan as a meuns
hat John 3. Citizen Can of obtaining additional food.
Do Jobs for hich Volunteers are

Cormminity Health and the neaded.
Viar Peyving foxr the ar
Vhy Save Sugar? “That is Good lorale?

In preparing these topics, the speaker should concentrate on getting
dsfinite, specific, dependable facts. Don't deal in generalities. Uss
specific instancess The followins types of material should be included
in the next 'speeeh, and in every speech:.

‘1, Speeific facts. HAave the roup discuss where the facts
on defense can be secursd. imat kinds shiould be used?
Can a file be kept et the Vietery Speeiers ILurean in
vhich facts on specific subjscts can be assenbled?

2. Illustrations. "Illustrare" in the Latin meaat "to shed
lizht unone" ~Thatever the subject, the spaaiker should
illuninate it with examples. "For instance..." are two
of the best words in any speech.

3 Testimony. The speaker's ovn experionce noeds to be
supplemented with what other people know and think. In
condueting a USO .drive, for example, it would be well to
use stetements from several soldiers on uiat the USO has
done for them, '

4, Experience. Bach spesker ashould use materials that he
knows from his own experience. IZis uttorances are
‘certain, thus, to have authority and validity.

It is not enough for a speaker to say: "The local defense couneil is
doing a grand jobe" Mow is it of much help to co on to say that the
volunteer workers are "loyal, devoted, iaduatrious, cnd dependable."

, These words are merely labels. Show the audiencs “hat's in the peckage!

Speakers should tell about the local business men vio stcy all night at
the telephone in the control center; cbout tlie housewives who take care
of each other's children so they can attend fir t aid clusses; abouv the
peonle who call the Volunteer Office of the Council of Defense offering
to do anything to help win the war. Actual cascs of what real people are
doing 'will drive home the speaker's messags.



The Second lseting

The speakers should be introduced in some definite order (alphabetical,
for instance) and the order should be chan-ad cach tine, so tuat each
speaker will have the experisnce of being in the first, last and middle
portions of ‘tle program.

After every spesch there should be a brief period of general discussion
of its.merits. It is well to'call gttention at first.to good points

in the speech, ' After the zroup is better acquainted,,constructive
comments may be made on esach speechs In discussing the speeches on
this evening's program the following questions might be con51dered'

l. 'lere the specches concrete,.speeific, vivid?
2. liere the facts definite, authorltatlvu, and -
comprehensive?
3. Uiere materials included which might betier have
been left out? .
4, .Did everything that was said lead diractly to
- the sgheaker's noint?

Assipgnment for the ilext leeting

Some of the followlng topics might be used for the third meeting:

Thy the Tnited States is at ar Hoardinz versus saving

How to improve the defense program  "Maginot .line" psychology
The meaning of total war Why our soldiers are in

How you can help prevent inflation Australia )

Thy the Axis must be defeated Send scrap metal to the Axis

-- in bombs !

In preparing a speech on one of these topies the speaker should divide
the topic into two or thres points, and state each point as a complete
sentence. In this way he will achieve a clear and logical presentation.
These points are not fopies to be talked about. They are propositions
to be established. They are answers to the question: ™ hat should

the audience thinlk about this subject?"

The process of selecting points for a speech should be carefully
considered as you discuss the spseches for the next mweting. It
would be well to consider half a dozen topics (perhaps talen frou
the list already given) and have the members of the group select
and phrase several points for each. Keep this vn until it

is perfectly clear that each member of the group can work out the
main points on any topie he may use for & speech.

-v-4-

-



Lvery speech needs to he ;gﬁ;éduceﬁ and goncludad.

4s an introduction, the speaker may, quite effeectively, personalize
the problem, making clear what it means to each individual in the
audience. '
As a conclusion the speaker should: (1) swimarize the things he
wants the audiencs to remember; (2) end with a specific illustration
which makes his meaning clear; or (3) maks ai eppeal for action.

The spealter's rmain voints, plus his introduction and conclusion,
constitute the outline of the speeciis They scrve the sane purpose
for the speaksr as the architect's drewins serves for the builder
ol a lhouse. ‘

In preparins for the spoeeh to be given at the next meoting, the
speaker should give particular attention ic his speech plan.
Speschies shiould be four minutes in length -- cnd renember the time-
keepcr! ZIZvery spealzsr should know that he has exectly this amount
of time, and no rore.

)



The Third Meeting

The meeting should open with the four-minute speeches absigned at
the previous session.  If the speakers have difficulty in conform-
ing to the time limit, this problem should be discussed znd sug-
sestions made for cutting down material or using more derinite
illustrations and facts. The geharal_effgétiveness of e=ch speech
should be considered, with special reference to the following
questions: :

1. Did the speaker know what, he was talking about?

2. Did he illustrate his points clearly and interestingly?

3. Tlere his main points clear, definite, and empha%ically
stated?

4., Did he introduce aend conclude his talk effectively?

By this time it is well to drav a complete picture of the kind of
speaking the Victory Speakers should be doinge. Thz following list
of qualifications has been prepared as a basis for tlhe analysis

of speeches:

Zualifications

l. The speaker should know vwhat he is talkias about.

a. Does this speaker really know his subject, or has hLe
simply mathered together a fevw facts re-arding it?

b. Does he make elear his sources of inforration?

e. Does he have to grope for words and ideus, or does he
know just what he wants to say?

d. Vas the speaker sincere?

2. The speaker should have the right asttitude.

a. Does he have an "I'm telling you" attitude, or does he
respect his audience?

b. Is he too apologetic, or properly confident and poised?

c. Is his mood too frivolous, too serious, too uuvaried, or
properly flexible?

3. The speaker's purpose should always be clear to his audience.

a. Is it clear precisely what the speaker wants his audience
to think or do?

be Does every illustration and fact help the speech march
straight toward the conclusion the spealer wants to have
acecepted?

ec. Are his sentences clear and definite, so tzat it is always
possible to te2ll exactly what he means?

i



4, The speaker should be dircct.

as Doss he say thiugs that mizht apply to some other
audiences, but not to the one he is addressing?
b. Does he look squarely at his audience and maintain
* reasonable poise? :

Assigznment for the —ext leeting °

For the fourth meeting speeches should be preparsd with the above
qualifications well in mind. Rgeh Victory Speaksr should neet all
five of the requirements.

The following and similar topics mirht be used for the four-minute
speeches to be given at the fourth meeting:

Evidences of real community Mexieo -- our Southern neighbor
cooperation The training of a combat pilot

The Civilian Defense Volunteer Rubber -~ for tires or life rafts?
Office Food will win the war '

Our responsibility te the The shin=-building program
goldiers avay from hoie Qur fighting allies

./



The Ibur?h Mbeting

Refer to the chéek list of the precedin: sesiion. Pay particular at-
tention to speeches which excel: in some one or several:of the five
qualifications. If a speech as a whole is'esjecially ood, analyze

. 1t to show how it exemplifies all or umost of the dﬁsirable character-
istics ineluded in the check list. ' - oot

Some membérs of the ghoup may ask for Madverse criticiarm." The chair-
man should exnlain that he does not ‘wive "adverse eritieism," but "con-
structive eriticism" based on the agends Familiar to all the group.
The word critieism means "the act or art of judring and defining." He
should ‘deal conSuructlvely with' each instance, siving spacifi¢ sugges-
tions for improvement. “He shonld rcencrously acknoulsedrg the difficul-
ties involved, and give each spesaker the feesling that he understands
the problem. This kind of attitude on the wart of ths choirman will
do* nuch,to avoid negative criticism by other members of the group and
prevent any indiv1dual fron feeling that he has besn unjustly singled
oute.

Assipnment for the Next Meeting

In preparation for the fifth meeting, the following topics are suggested
~- again for four-minute speeches:

The English Charactasr The leaning of Global Tar

The Ten Per Cent Bond Buying Qur Boys "Down Under" in
Plan Augtralia

“het Builds Good Morale How the Control Center Vlorks

Our “Jar Objectivas Traffic Control in a Blackout

Let's Save Food for the Army

These topies should be considered in connection with the narticular
audience to whielh they might be given. Each speaker imst vary his
method for different audiences. The snzoker may well be zsked to:

1. Try to include at least ome item in his spesch from
the history of the orgenization he is addressing.

2. Use at leact one illustration drawm from the voca~
tional experience of the majority of his audience.

Se Draw upon the special interests of the group for
Iiis illustrative matzrial.

4, De more conversational with a small group; more formal
with a large audience.

S5e laintain an attitude of respect for the orsanization
he addresses, even though he mizht personally disagree
with its aims,

o



6. Shape his remarks to the educationzl level of his

audience, but alwayrs remenber that thare may be
lots of "common sensg” 'here thera iz 1ittle "book
learning,' ¢

o

To aid the speikers in applying these sursestions, gael one unould be

. asked to Hrepare cnd delivar his speeeh for the fifth meeting as thnugh
he were ddd*CSSIEJ one of the following audisices

1. 4 rotion pleture tleatre abdionos. 'The spoecl should
be serious, brief, aud to the point. !

2+ A woman's club: This is likely to be a ratlsr ‘snall,”
informal group, perhaps in @ hoies. Be convurautionalg
singére, foctual. Tally from tie housewifel's aoiat of
vicv, but aveid any suprestion of "masculiie condescension.”
Tonen like to be addressed by a man on a busis of mutual
resvect. . ‘

Se A liizh school a;semb;ﬁp Give then lots of hawd hittiag
facts, animation, and vivid illustrations, all delivered
at a :fairly ranid rave.

4. A4 service club., This calls for zood fzllowrship, ine-
formality, anecdotes, and "punch." DTalk "“urﬂtht from
the shoulder."

L6



The Fifth Meeting

L)

Each speaker should announce the kind of audivnce for which he has
prepared his speech. It should be evaluated not enly on the points in
the list of cualifications, but also on how well the spenker adapts
his remarks to lLiis chosen audience.

The remaining three meetings should be devoted to the tliree purposes

of the Vietory Speaker: +to explain some phase of the war activities;
to insvire his hearers‘with fresh enthusiasm; to persuade them to buy
bonds, give to the USO, or participate in some ovher aspect of the

war work.

Assignment for the_mext Meeting .

The sixth meeting should be devoted to speeclies to gxplain some part of ke
var effort. The following sample topics are suggested:

“TThy is there a local defense council? *

TThat are the bases of deferment in seleetive service?

That are the funcitions of division of the loecal
defense council? . '

What are the provisions of the Atlantic Charter?

hy is rationing necessary in'this land of apparent plenty?

"“hat is Canada doing?

How may you best serve tha war effort?

Thy is some degree of censorship nceded in wartime?

What qualifications are needed for service in the
division of the local defense council?

Upon vhat basis may a soldier be accepted for officer
training?

Before giving an informative speech the speaker should obtain the
necessary information. Speakers should not avoid speaking on important
aspects of the war on the plea that they don't know enouv:h about the
subjects It is their business to find out. It might be well to ask
for longer spseches at the sixth meeting, but there should be a clear
understanding as to what the length will be, and the timekeeper should
be as ruthless as ever.

’

In preparing these speeches of explanation, the following suggestions
may be given to the group:

le The speaker should apreal through the eyes as well as the ears of
his audience. He can illustrate his speech with plhotographs -- if’
they are lar:e enough to be seen by everyonej by charte and graphs,
drawn upon a blackboard or upon large pieces of cardboard; or he
may bring saimles (such as first aid or fire fighting equipment )e

2. Always the speaker must be thorouzhly and accurately informed. He
must take the trouble to get the faets, the picht faets, and all
essential facts.




S

Armed with the facts, the spsaksr should be able to address his-
audience with confidence., If the subject is techunical, however,.
he should use the minimum of tec@nical'terms, and explain theém
earefully. ’ ' ' '

The'épeakar'should Have a Stfong'urge ~— a missionary inpﬁlée -=- to
create understanding of his subject,



The Sixth Meeting

-~

In commenting on the speeches ‘of explanation, the chief amphééig
should be unon these two pointss .

(1)  Tas the speaker thoroughly and correctly inforied?

(2) Did he make his vpoints absolutely and unmistaiably
eclear?

Asgimnment for the Next lieeting

The speeches ut the seventh meeting are to be inspirational. In
ceneral they will present ideas which the audiences alrcady know
and alrcady believe in. But they will arouse new enthusissm and
deeper loyalty; they will insnire greater sacrifice and devotion;
they will uphold faltering spirits and ctrengbhen feith and deter-
mination.

For inspirstional spesches, such topics as the folloving may be usedry

Thy we are proud of America's heritare of derocracy.

This is a fi-ht to preserve and extend the Four Freedoms.

Every citizen should be on lis toes!

Tthat would happen to vou and me if Hitler wins this war?

"hat the Fourth of July {or any other holiday) means to
free Amoricans.

The freedon we inherited from our faulzrs w2 oe as a debt
to our sons.

The embattled Russians.

The ecourar-esous Chinese.

Bataan and Corregidor.

Guadalecanal.

Such speeches as these should be inspired by deep eniotions DBut this
fesling rust be bolstsred by clear tlhiuking. The more you know about

such subjects, the deeper your feeling will be. The mors you tell
your audience of the facts, the more stroacly will they be stirred.

Sincerity is the first z-nd grestest requirsient for spoeches of
inspiration.

-12- |



?hg.Sevﬁnth ligeting

Inspirational speeches should be evaluated solely on oiie point:

Did they inspire the audience? If the audience wzs genuinely moved,

the speaker did a good job. If not, no matter how polished the speech

may have been, it should be carefully analyzed to find why it failed

to "eclick." Vas the spseker too glib? Did he .genuinely feel what he
7as saying? Did he make his fealings evident to his audience?

Assipnment for the Next Meeting

Speeches for the eighth meeting are designed to persuade audiences
to take some specific actions In a sense they are "sales talks."
The following topics are designed for persuasive speecues:-

Get in the scrap (salvage talk).
"Give to the USO (Red Cross, Army or Navy
Relief, ete.).
Volunteer for services.
Cooperate with the air raid warden.
Write letters to the men in the armed forces.
Demand precise sources of information for
every Tunor.
Buy war bonds.

The success of these spesches will depend upon such factors as:

1, ‘The clarity and vividness with whielh the snealiters show
the IEED for actione.

2. The doflniteness with whieli he shows exactly vhat each
auditor should do.

3e [The honest fervor with which he presents his nrouosals

4, The importance witl vhich he invests his apasal, naking
the proposal stand out in its full sipgnificauce.

Every salesman knows that he must sell himself befors He can sell

his custoners. He knows, too, that it is bettor to assune agreement
than to be argumentative., He uscs the "yes technique" of keeping the
discussion on grounds of mutual acreement. The best nanaged sale is
one in which the customer buys seemingly of his own frze will, These
are characteristics of selling to be used in all persuasive speaking.



The Eighth Meeting

For many grousns this will be the last session. After the speeches
liave been heard, there should be a general diseussion of the prosram
of Vietory Speaking. " T ' :

The Director of the Vietory Speakers Bureau by-this time should
have a specch invitation on hand for every member of tle group

who is well qualified to speak. Some or all of them may have been
out on assignuent before this. ; i

Even if this is the last meeting of the "School for Spaalers," it
ought not to be the last time the group ds assembled. Occasional
meetings should be held to-compare notes and exchange su.gestionse.
Team work is the best work, and no one knows this better than the
Victory Spuaker -- Lo is engd-ed in promoting total teamwork in his
comrmunity, the ouly kind that will win throush to-total victorye
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