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Septesber 7, 1943

Mr. J. C. 8tevens, Director
Bpeacers Buresu

Oregon Bta.e Defense Couneil
Spulding Bullding

Portland, Oregon

Dear lir, Stevensi

1 a=m eneclowing a ecopy of an article frem
1 recently sent Lo ws by Mr. Fraik Gaines,
Atntntant Direotor, Organisstion & War Servicea, Reglional
Office of Civillan Defanne,

Tuis article conteins »o =many pertinent

soints I suggest that you huve 1t simeograshed «nd sent
muat, to your chairmen of your cocunly Speskers bBursaus.

3incerely,

Wrs. E. #, 8t. Plerre, Director
Enecl, Civilisn War Bervices
Ha#1dyp
ec Br. Jerrold Owen
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. By Tom A. Burke
Reproduced from "Printer's Ink" Monthly

ET YOUR BACK HE WALL: Don't let anyone get behind you when you
are speaking to & group. Ask the Chalrman te tuke a seat out front.
If he Bits behind you, the audience will wateh him to see how he's
taking it. If be doesn't listen with rapt attention, why should they?
If he lights his pipe, that's & show and they watch without regard
for what you are saying. Yes, get your back to the wall. Don't let
anyone behind you stedl attention from you.

|
DON'T PROMISE TO DO SOMETHING IN a MUNUTE: Don't say "I'll cover that
in a few minutes.” The boys and girls hope to adjourn in a few
minutes. Announcing that you plan to keep on talking doesn't help
st all., Nobody is wondering why you don't alk sbout the subject now.
If you plan to talk sbout something after a while, keep it a deep,
dark secret. Take it up in its turn wilthout any advance ballyhoo.

KEEP YOUR i'ROPS UNDER COVEK: If you are going to show a chart, keep
it under cover until you are ready to e.ring it. If you don't, the
boys and girls may read it and get a partially 'baked idea of its mean-
ing. They might even build up objections to its methods. If they

gee it for the first time when you show und interpret it, they get
your arguments {irst. When you show 4« s ecimen of anything, stage an
unveiling at the time y»u mean to talk about it. Gain the grestest
value of the element of surprige by keeping every prop under cover
until you are ready to s how it.

HAVE EVERYTHING READY; Have &ll your pro_ 8 ready and know whers they
are when you want them. Don't sto, the meeting Lo borrow a knife to
cut the rope on a package of literature. 8Set up your projector, know
where the light switch is, et the [ilm threaded. Don't break up the
meeting by asking pecple to move so that you can set up an easel [or
your chart. If it is impossible to arrange all detuils befurehand,
call a recesg while you change over the room.

DON'T COMPEIE WITH YOUBSLLFs Don't band out that sample and ask the
boys and girls to pass it around and examine it while you keep on
talking. If you do, you are just setting up competition. The person
who gets it speaks to his nelghbor, his nslghbor replies, and all
those around them try to hear whal they are saying. Pass out your
literature at the close ol the mesting so they won't be reading and
looking at plctures when you want their attention on something else.
The nolse as they turn the pages of your booklet will not Ledp you
keep attention. If you want to pass a sumple uround, make it part of
the meeting, giys 4t to & man in the center of ths room, have him
utandlxga{ d ) he fﬁfu demonstrete it. Or have them read your booklet

5%J*:§;gxaﬂ

L



6.

T

with you, one paragraph by one person, another by another, Don't send
an assistant cut in the audience Lo set up a projector while you go

on with the mesting. Remember, always, that anybody doing anything

is more interesting than a spesker.

N'T DEPREC { OfF APOLOGIZE: When you get out to do a demonstra=-
tion, don't suy, "I don't know whether or not this will expluin my
point." Don't announce, "These charts were made up for another pur-
pose, and I am not sure they will show you what I wunt.™ Don't etart
"If you will bear with me « . + . « " If you have any douots about
the interest worth of your material, how can you expect the audierce
to believe anything? If you fsel it doesn't make the point, discard
it, or use it without comment. It is probably poor encugh without your
knocking it.

PLACE YOUR EXHIBILS Al IHE BACK OF IHE ROOM: .If you want the boye and

girls to examine models or purts, after the wmeeting, put them at the
back of the room, near the exit., Don't put them up front for wost
of the boys und girls want to run as 8oon us you are finished. And
don't leave them buck there unattended. Get back there quickly znd
call attention to them and answer guostions about them,

HAND OUT YOUH LIIERATURE: If you have some literature to hand out,
don't leave & steck of it by the docr and expect the boye and girls
to piek 1t up, Have someone hand ocut Lne materisl and cheeck to Bee
that eaxch person gets one., It i your meeting and it is your job to
button it up. o

RACTI .Y DEMONS I0N: Never take o prop into a meeting until
vou have locked it over und know how it works. It may work with a
simple flock of' the wrist if y.u xnow how to fliek. Never admit
"This is sup osed to do so-and-so, “ut I never worked it before".

If you huve to demonstrate any device, practice until you have the
demonstration letter perfect. Try it before & group only when you
can make it look sasy.



