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IntroductionPart One Fundamentals of Effective Speaking[] 1 Acquiring the Basic SkillsC] 2 Developing
Confidencel] 3 Speaking Effectively the Quick and Easy WayPart Two Speech] Speaker[] and Audiencel] 4
Earning the Right to Talk[] 5 Vitalizing the Talk[] 6 Sharing the Talk with the AudiencePart Three The Purpose of
Prepared and Impromptu Talks[] 7 Making the Short Talk to Get Actiond 8 Making the Talk to Inform[1 9
Making the Talk to Convinceld 10 Making Impromptu TalksPart Four The Art of Communicatingd] 11
Delivering the TalkPart Five The Challenge of Effective Speaking[d 12 Introducing Speakers[J Presenting and
Accepting Awards[] 13 Organizing the Longer Talkd 14 Applying What You Have Learned
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3 Speaking Effectively the Quick and Easy Wayl SELDOM WATCH television in the daytime. But a friend
recently asked me to listen to an afternoon show that was directed primarily to housewives. It enjoyed a very high
rating, and my friend wanted me to listen because he thought the audience participation part of the show would
interest me. It certainly did. | watched it several times, fascinated by the way the master of ceremonies succeeded in
getting people in the audience to make talks in a way that caught and held my attention. These people were
obviously not professional speakers. They had never been trained in the art of communication. Some of them used
poor grammar and mispronounced words. But all of them were interesting. When they started to talk they seemed
to lose all fear of being on camera and they held the attention of the audience.Why was this[]

I know the answer because | have been employing the techniques used in this program for many years. These
people, plain, ordinary men and women, were holding the attention of viewers all over the country; they were
talking about themselves.
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