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Introduction
Welcome to Stand and Deliver — the most complete, power-
ful, and practical audio program ever created on the art and
science of public speaking. Whether you’re just starting out
— or if you already have extensive experience with oral pre-
sentations — Stand and Deliver will take you to the next level
of mastery.

This guide is designed to be used in conjunction with the
audio program. Many of the terms and ideas are fully
explained there, and to get the most out of the Guide, you’ll
need to listen to the program first.

Let’s get started!
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Two Kinds of Rehearsal

1) Mental Rehearsal: At the same time as your written
preparation is continuing, you should be constantly revisit-
ing, revising, and rehearsing your talk in your mind. That
means you’re going to be thinking and rethinking your topic
for at least 10 days.  In your own mind, clearly identify your
subject and your purpose to yourself, and then let the cre-
ative process take over. As this process unfolds, you can
begin speaking your presentation aloud. Get a feel for the
timing of your words and sentences. Amend them and refine
them, both for their content and for the time that they take. 

2) Live Rehearsal: You should also be practicing your talk
with your friends. You can ask a friend to listen to an actual
run-through of your presentation, or you can just brainstorm
about your topic. But make this your main topic of conversa-
tion as often as you can. Pay close attention to how people
react to different phrases and ideas. 

Presentations almost always take longer to
deliver than you think the material will last.

How to Master Your Subject

1) Begin preparing at least 10 days to two weeks before the
event.

2) For the first 20-minute preparation session, come up
with 50 questions about your topic.

3) Create a document file with the answers to your
questions, using only your brain (not the Internet).

4) Complete your answers within three or four days of your
talk.

5) Don’t try to convey everything there is to know about the
subject.

Above all else, your goal should always
be to share your authentic point of view

with the audience.
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Pitch

Varying the pitch in one’s voice can convey meaning as well.
For example, say the following sentence using a high-pitched
voice (as you would talk to a baby or a pet), your normal
pitch, and a low pitch.

“Come here.”

When said in a high-pitched voice, “Come here” sounds like a
request. When said in a lower-pitched voice, it sounds like a
command or even a threat.

Stress, Pitch, and Speed

Stress

Practice saying the following sentences aloud, stressing the
bold, italicized words. Note the different meanings conveyed.

1) You can never put too many olives in a martini.

2) You can never put too many olives in a martini.

3) You can never put too many olives in a martini.

The first sentence implies that no matter how many olives
are in a martini, it is not too many. The second sentence
implies that the bartender should be careful not to put a
large number of olives in a martini. The third sentence
implies that it would be shocking to put too many olives in a
martini, but a similar number of olives would be acceptable
elsewhere.

8 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 9
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The Know Thyself Self-Appraisal

Interaction with Others

• Are you a naturally reserved person who prefers to let
others take the conversational lead? 

• Are you more outgoing and accessible? 
• Are you an analytic, logical thinker?
• Do you like to tell stories and anecdotes to get your ideas

across? 

Physical appearance

• Are you a large, gregarious person in body and in voice?
• Are you someone who doesn’t immediately attract a lot of

notice? 

Speed

So many effects can be achieved by varying the speed of your
words. As in the recording, say “30 million dollars” very fast,
as if that were a trivial sum of money.

Then say, “Thirrrrttttyyyy millllionnnn dollllarrrsss,” extend-
ing every syllable to the maximum. Now it really seems like a
lot of money. By increasing the time you took to say it, it’s
almost as if you’ve increased the amount itself. Yet the actual
words you’ve spoken are just the same. 

10 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 11
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Key Principles of Great Speakers

1) Don’t just make your speech interesting -- make it the
most interesting speech your audience has ever heard. 

2) Express genuine, sincere appreciation for the opportunity
to address your listeners.

3) Immediately break down the distinction between you and
your audience. 

4) Effective speakers know how to use visual stimuli to
enhance what they have to say. So don’t just reach your
listeners through their ears. Eye contact is also a hugely
important way of connecting. 

5) As you’re preparing your speech, spend a moment or two
in front of a full-length mirror in the outfit you intend to
wear.

6) Walk briskly, purposefully, confidently, and calmly to
your speaking position. Have a smile on your face, or at
least a pleasant expression. Don’t look at the audience.
Look instead at the person who has just introduced you,

Role Models
• Whom do you admire as a speaker?
• Whom would you rather not use as a role model?
• Whom would you want to use as the basis for your speak-

ing style? 
• Which of them would you not want to use? How can you

take what you admire from one speaker and blend it with
what you admire from another — with the goal of making
your own style unique?

People’s favorite subject is always themselves.

12 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 13
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Your purpose is to make your audience see what
you saw, hear what you heard, feel what you felt.

Relevant detail, couched in concrete, colorful
language, is the best way to re-create

the incident as it happened and to
picture it for the audience.

– Dale Carnegie

and greet that person with a handshake and a word of
thanks. Then pause, arrange your notes if you have any,
and finally turn your gaze toward your listeners. 

7) Think of your initial position behind the lectern as your
home base. Now identify two other positions as alterna-
tive bases. As your talk progresses, you’re going to be
moving to and from those three locations, and only those
three locations. Further, your movements should be dic-
tated by the content of your material, not just by your
desire to take a stroll. 

14 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 15
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Step Three: Remind yourself not to let the reaction of any-
one in the audience influence your performance. Don’t let
anything you see or hear cause you to second-guess yourself.
In other words, keep your mind on stage, not in the audi-
ence. Be in the giving mode, not the receiving one. Be in the
moment, and be in the speech. You can’t be the speaker and
the listener at the same time, so leave the response to the
audience. Your task is to communicate what you have
thought, and felt, and practiced. 

Step Four: Just as your talk is about to begin, think about
one aspect of your performance that is your top priority.
What is the single thing that you most need to remember?
Don’t think about this while you’re talking. Think about it
beforehand. You may, for instance, want to emphasize good
posture. So you remind yourself to stand up straight. Or you
can recall the importance of speaking clearly and varying the
cadence of your sentences. Although there may be dozens of
elements you would like to emphasize, choosing more than
one will only diminish the benefits of this exercise. So choose
one aspect, and choose it carefully.

The Cure for Stage Fright

Step One: Start by reminding yourself that you have pre-
pared to the best of your ability. You may wonder whether
you could have done more, but that kind of second-guessing
is not appropriate at this moment. Instead, you are going to
go on “automatic pilot.” You’re going to let your diligent
preparation do its work. Tell yourself that the hard part is
over. Now you can just trust your preparation to do the work
for you. No more effort or worry is required. Everything you
need is already here for you.

Step Two: Make yourself a promise to relinquish judgment
of your talk during the time it’s going on. Self-judgment dur-
ing a performance is also self-destruction. It takes you out of
the present and into the past or future, and it destroys the
natural flow of your speech. So rather than judge your talk,
simply observe it without any inner commentary but with
full inner motivation. When you are about to make a major
point, for example, intend to do it and then feel it as you are
doing it. At that moment, you are translating intention into
action.

16 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 17
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Did You Hear The One About…?

4 Keys to Using Humor

First, make sure the humor seems appropriate to the sit-
uation and funny to you. If you don’t think something is
funny, you certainly can’t expect an audience to think so. Just
as a salesperson should never sell a product that he or she
wouldn’t use, you should never tell a joke that wouldn’t make
you laugh. 

Second, before using humor in a speech, try it out with a
friend or with a small group of people. And even if your
experimental group doesn’t respond initially, don’t give up
too quickly. The problem might be in your delivery. Feeling at
home with a funny story can take time. You should use
humor in a speech only after you’re comfortable telling it and
have tested it repeatedly. By the same token, don’t be quick to
give up on a story that you think is really funny. Wait until
you’re sure that the problem is the material itself and not the
way you’re delivering it. 

Step Five: Finally and most importantly, make yourself ready
to enjoy the presentation you’re about to give. This is the
time when you can finally share with your listeners what you
have worked so hard to achieve. This is a time of joy, not a
time for correcting real or imagined errors. There will be
time for that later. Right now, let the thoughts and emotions
of your speech take over. Don’t allow minor details to obscure
your feelings. Let your excitement for the opportunity be
present. Let your passion as a speaker show through —
because the only thing you have to fear really is fear itself. 

18 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 19
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Essential Elements of Any Speech

First, you need to clearly communicate the information or
message of your talk. You need to get your facts and figures
across. You need to have a theme or a thesis, and it has to be
presented clearly and convincingly. Basically, doing this is
why you are standing up there in the first place — yet in
terms of the impact you will make, this is actually the least
important part of your speech.

Element number two is stories or anecdotes about people
other than yourself. If all you’re doing is giving the audi-
ence information, you’re not fulfilling one of your listeners’
basic needs, and you’re not doing your job as a speaker.
Although most stories are perceived as entertainment, they
can also serve as a trigger for your audience to think and
reflect. In fact, this is exactly what they should do. The suc-
cess of your speech lies in the inner changes you bring about
in your audience.

Third, make sure the humor relates to the basic content
of your presentation. Humor should not be an end in itself.
Remember: making your audience laugh is a good thing, but
it’s not the primary reason you’re there. If you don’t tie your
humor to your key theme, the audience may like the jokes,
but they’ll wonder what point you are attempting to make. 

Fourth, be careful that your humor doesn’t come to domi-
nate your identity behind the podium. You want to be
known as a high-impact public speaker, not as a comedian.
Humor should be only one of many elements you weave into
your presentations. 

The kind of humor I like is the thing
that makes me laugh for five seconds

and think for 10 minutes.
– William Davis
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Self-revelation is the most effective way
to get into the hearts of your listeners —

which is different from getting into their minds.

When it comes to choosing your words, two rules are
absolutely essential. The first is economy. That means using
the fewest number of words in order to say what you want
to say.

You should not only use the fewest possible words, but also
use the simplest possible words. Overestimating the vocab-
ulary of your audience is a big mistake, because you risk los-
ing their attention immediately.

Whenever you have an opportunity, use props of one kind or
another. Hold something up for the audience to see. Play a
brief recording or project an image onto a screen.

Watch your “ums” and “uhs.” Most people don’t realize
how often these wasted syllables intrude on their oral com-
munication — especially when they’re speaking in front of an
audience. Basically, “um” and “uh” are expressions of nerv-
ousness. They’re unconscious ways of buying time because
you’re not absolutely certain of what you’re going to say next.
So the more prepared you are, the less nervous you’ll be, and
the less you’ll need to stall.

22 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 23
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Five Great Ways to Open Your Speech

1) Quotation
A quotation from a well-known person can be a very
effective opening. A quote from an obscure source isn’t as
successful; part of the impact comes from the name
recognition itself. 

2) Rhetorical Question
Asking a question immediately engages the minds of the
audience members as they attempt to answer it in their
heads. Keep in mind that you’re not looking for people to
actually answer you; you simply want to get their brains
working. Accompany your questions with one hand
raised in the air and the audience will be cued that you’re
interested in a showing of hands, not verbal responses. 

Two Openings to Avoid

Average speakers generally open their talks in one of two
ways, both of which are wrong. 

Mistake #1: Trying to open with a humorous story.
Starting out with humor is a way of trying to have the audi-
ence on your side without really earning that privilege. 

Mistake #2: Starting out by apologizing for making a
speech in the first place.
This is a sure-fire sign of insecurity.

24 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 25
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What to Do After Your Opening

• Remember: your best opportunity for impact is in the first
seven seconds of your speech. So get to it. 

• Be aware of your body language. You yourself are the most
powerful visual aid of all, so use motion and gesture for
maximum effect. If the audience is not yet settled in and
there’s talking or shuffling of papers, just wait and look at
the people involved. Say nothing — just look. You’ll be
amazed at the effect of this, and how quickly your authority
increases. 

• Once you’ve completed your opening, pause briefly before
going on. Make sure you’re ready to go forward without
any “ums” or “uhs.” Pausing is always fine as long as it’s
clearly intentional. Knowing that a pause now and then is
perfectly admissible will help you concentrate on what
you’re saying next.

3) Bold or Shocking Statement
To be an effective speaker, you must command attention
by any means necessary. You’ve got to say something that
is clear and hard-hitting, even if it invites controversy
and disagreement.

4) Scenario
This type of opening usually begins with “Imagine…” and
the goal is to create a scene for audience members to
visualize. Remember that audiences rarely remember the
words you say; they remember the pictures you paint for
them. 

5) Personal Stories
Even a raw beginner can manage a successful opening by
using a story to arouse curiosity. Open with your story,
capture the interest, and then proceed with your general
remarks.

26 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 27
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The Persuasiveness Template

1) Invention
Invention refers to what a speaker says rather than how
he or she says it. In other words, invent a persona that
reflects your background and experience, and use words
and a language level that reflect that persona.

2) Arrangement
Arrangement refers not to the specific words of a speech,
but to the larger organization of the themes and ideas.

3) Style
The key is to understand your intentions and needs in a
particular setting. Then you can speak in a way that ful-
fills those intentions and needs — provided that it is also
congruent with your personality. In other words, your
speech has to sound right for who you are. In order to be
persuasive, there has to be consistency between invention
and style.

• Keep control. No one will to question your authority when
you have the floor, provided you don’t question it yourself.
It will be smooth sailing from now on.

Paint the picture large,
and put the matter in a

way that compels attention.
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Repetition, Association, and Contrast

Repetition
Simply by presenting the same information several times
you can increase the intensity and the persuasiveness of
your message.

Association
When you associate your argument with ones that the
audience agrees with, they’re more likely to be persuaded
that your argument is valid too.

Contrast
People are much sharper in recognizing differences
between things rather than noticing the inherent quali-
ties of something on its own. People are comfortable
making judgments about things, but we like to make
them in contrast to something else.

4) Memory
Even the best memory can fail from time to time. To pre-
pare for that, have some fall-back material that can be
deployed as soon as there is a problem. If a speaker
starts to draw a blank, the ability to shift smoothly into
backup content is an important aspect of professional-
ism. 

5) Delivery
In order to be persuasive, you should be absolutely cer-
tain that the manner in which you say things is the way
you want them to be heard. So practice your delivery as
much as you can, and practice in every way possible.

30 STA N D A N D DE L I V E R STA N D A N D DE L I V E R 31
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They’ve Got Questions…

Nine points for your Q&A Session

1) Set the time limit for the Q&A session.

2) Invite the first question.

3) Give full attention to the question. Make eye contact with
the questioner.

4) When the questioner has finished speaking, repeat the
question — not word for word, but in paraphrase. 

5) Don’t be in a hurry to start your reply. Pause for thought.

6) When you do begin to reply, break eye contact with the
questioner and address the whole audience.

7) Keep your answer concise and on the point. Don’t begin
a whole new presentation. 

The Magic Formula

First, you the speaker must share a vivid, personal experi-
ence that’s relevant to the action you ultimately want your
listeners to take. 

Second, call directly upon your audience to take that single,
well-defined action.

Third, clearly and convincingly describe the benefit that
listeners will gain by taking the action you desire. 

When dealing with people, remember you
are not dealing with creatures of logic,

but creatures of emotion. 
– Dale Carnegie
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What NOT to Do in Closing

• Don’t use the phrases “in conclusion” or “in summary” in
any part of the speech other than the actual conclusion. 

• Don’t use “thank you” as a substitute for a powerful closing
phrase.

• Don’t end with an apology.

• Don’t make the conclusion disproportionately long. 

• Don’t introduce a whole new idea in your conclusion.

8) Don’t be trapped into directly answering a loaded or lead-
ing question. Keep control of the Q&A agenda. 

9) Always finish your answer by asking whether it was suffi-
cient. If the questioner has a follow-up that can be
answered very quickly, you should do so. Otherwise, sug-
gest that the questioner speak with you after the session.
Then invite the next question.

Silence is golden when you can’t
think of a good answer.

– Muhammad Ali
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At this point you should throw down a challenge to the
audience. This should be a final call to action based on the
argument you’ve made in your talk. It should also include a
reason to act. The call to action should be clear and specific.
Your audience should be left with no doubt about what it is
you’re asking.The goal is to put the ball in the listeners’ court
in a convincing and emphatic way. If you can be poetic as
well, so much the better.

At the same time you’re making this appeal, you have a great
opportunity to reinforce it with an audio or visual compo-
nent. The first choice would probably be a slide projection of
something connected to the presentation. It could be an
image showing the completed project, or a group picture of
your team, or the text of a quote from someone that would
appeal to the audience. Another alternative is to have a sym-
bol of some sort — a lapel pin, for example — that could be
distributed to the listeners at this point. This can be distract-
ing, but it’s also an excellent takeaway that will remind peo-
ple of what they’ve heard. 

STA N D A N D DE L I V E R 37

Wrapping Up

Your conclusion really starts when you signal that you’re
going to summarize what you’ve said so far. This is usually
done with a phrase like, “To sum up, here are the key points
to remember…” Make this summary as concise as possi-
ble. The audience wants to make sure they know what you’ve
said, but they also want to reach the destination point in a
reasonable period of time. 

Following the summary, many speakers like to move away
from a procedural tone in order to appeal to the nobler
motives of the audience. This is a good place for a quota-
tion, a stanza from a poem, or a reference to an admirable
and inspirational individual. In the interests of time, it’s best
to invoke someone whose name is already known to the audi-
ence. With this reference in place, you can link that individ-
ual to the task at hand. Phrases like, “In the best interests of
our company…” or “For the sake of our nation and the
world…” are appropriate at this point. 

36 STA N D A N D DE L I V E R
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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

STA N D A N D DE L I V E R 39

Finally, repeat the most important benefit in the fewest
possible words. “We will see our goals realized.” “Your
income will sharply increase.” “You will fulfill your true
potential.” Try to do this on a personal as well as an inspira-
tional level. When you’ve done that, the conclusion of your
presentation is finished. 

38 STA N D A N D DE L I V E R
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Become Inspired with These Extraordinary
Programs from Nightingale-Conant

Make Yourself Unforgettable:
The Dale Carnegie Class-Act System

By Dale Carnegie Training 
24670CD

The Five Essential People Skills:
How to Assert Yourself, Listen to Others, and Resolve Conflict

By Dale Carnegie Training
23930CD

Achieving Credibility:
The Key to Effective Leadership

By James M. Kouzes
12820CD

The Dale Carnegie Leadership Mastery Course:
How to Challenge Yourself and Others to Greatness

By Dale Carnegie Training
21110CD

All available from Nightingale-Conant at 1-800-525-9000
or www.nightingale.com
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1-800-525-9000
www.nightingale.com
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