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Each of the advanced manuals in this series assumes that you already know the basics 

of speech — organization, voice, gestures, etc. — but not necessarily that your skills are fully 

developed. Refer to your basic manual if you need a refresher on some of the principles of 

speech. 

These advanced manuals are designed around four principles: 

* The projects increase in difficulty within each manual, beginning with an overview of 

the subject and then becoming more specialized as you progress. 

* Each project incorporates what you have learned from the preceding ones, and it is 

assumed you will use these techniques whether or not they are specifically referred to. 

* The projects supply more information than you need to complete each particular 

assignment. This will give you idea-starters for future talks. 

* Remember, it is the speech preparation and delivery that teach you, not just reading the 

project in the manual. 

Be Sure To... 

  

* Read each project at least twice for full understanding. 

* Make your own notes in the margin as you read. 

* Underline key passages. 

* Repeat projects as necessary until you are satisfied with your mastery of a subject. 

* Ask for an evaluation discussion or panel whenever you wish, especially if few of your 

club members have completed the basic manual. 

* Credit up to two speeches per manual given outside a Toastmasters club if: (1) your Vice 

President Education agrees in advance, (2) a Toastmasters evaluator is present and 

completes the written project evaluation, and (3) you meet all project objectives. 

* Have your Vice President Education sign the Record of Assignments in this manual after 

you complete each project. 

* Apply for the Advanced Toastmaster Bronze, Advanced Toastmaster Silver or Advanced 

Toastmaster Gold recognition when you have completed the appropriate manuals and 

met the other requirements listed in the back of this manual. 

 



  

  

This manual contains five highly challenging speech assignments that require careful, 
painstaking, time-consuming preparation. Only those Toastmasters willing to invest this kind 
of effort will fully reap the benefits it offers. 

As its title indicates, the manual has been designed for individuals who work in technical 
careers. However, every profession has its complexities, and these assignments can be adapted 
to any job-related speaking situation. For that matter, their topics don’t even have to be job- 
related; they may relate to such personal matters as marriage, parenthood, nutrition, home 
maintenance and repairs, civic affairs and the like. 

Still, it’s recommended that they pertain to speaking situations in business, industry or 
government. Presentations like these are most commonly given in the workplace. As such, 
they often involve high stakes and are presented to busy people with the power to influence 
careers. They are designed to prepare you for optimum effectiveness in such situations. 

The manual begins with a technical briefing—a straight-forward presentation whose pur- 

pose is to inform. It stresses design factors, including message definition and audience analysis. 
The next assignment is a proposal, in which you’ll advocate an idea, product or course 

of action, and present material that supports this position. You’ll also have to answer ques- 
tions from the audience. 

Third, you’ll learn to present complicated material to a nontechnical audience, making it 
both informative and interesting. 

In the fourth project, you are asked to present a technical paper or article. 

Finally, you’ll coordinate one of the most challenging kinds of presentations speakers 
deliver—the team presentation. Requiring up to several months of preparation, this assign- 
ment stresses leadership, as well as speaking. 

In tackling most of these assignments, you will also have to master and utilize one or more 
of three visual aids: a flipchart, overhead transparencies or 35 mm. slides. In the back of 
the manual is a supplement containing tips for using each of these media effectively. If your 

Toastmasters audience is distinctly different from the audience for which your presentation 
is prepared, be sure to provide the Toastmaster of the meeting with information about the 
intended audience so he or she can prepare the audience during the introduction. This will 
help the evaluator, too, when he or she provides comments on your presentation. 

It’s a demanding set of speaking assignments. Yet it will provide you with practical ex- 

perience in the kinds of presentations technical professionals most frequently give. Your suc- 
cess in these work-related speaking situations will bring you visibility, high regard and possible 
career growth. 

UO
LO

Np
OI

UI



  

    

Br
ie
fi
ng
 

Th
e 

Te
ch
ni
ca
l 

  

Objectives: 
¢ Using a systematic approach, 

organize technical material into 
a concise presentation 

© Tailor the presentation to the 
audience's needs, interests and 
knowledge Sevels. 

TIME: Eight to ten minutes 
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What is a technical briefing? In most instances, it’s a no-nonsense speech that conveys 

technical information to a critical audience. The briefing is the commonest kind of speech 

presented in today’s workplace. 

Providing Pertinent Facts to Busy People 

Thousands of briefings are given daily in business, industry and government. Here are 

some examples: An engineer briefs a group of managers on a current project. A research 

scientist reports on recent findings. A marketing executive presents a briefing on a product 

test. A physician makes a diagnosis. A line manager briefs a division chief on production 

progress. A supervisor explains a new company policy to subordinates. A government of- 

ficial briefs lawmakers on the probable impact of proposed legislation. 

Briefings vary greatly in format, but most are speeches to inform. Their purpose is to provide 

pertinent facts in such a way that an audience of busy people can grasp them quickly, understand 

their application, and perhaps use them as a basis for making important decisions. 

In this project you’ll have an opportunity to deliver a briefing, using technical information 

relating to your career, profession, or even your hobby. No matter what your field may be, 

developing your ability to effectively present technical briefings will enhance your visibility, 

your reputation and your career. 

Be Systematic 

Ineffective technical presentations abound. Why? A major reason is the unwillingness or 

inability of many presenters to invest much time in preparation. A technical briefing, like any 

speech, should start with careful planning and proceed, step by step, toward a stated goal. 

The following outline will help you prepare an effective briefing: 

1. Analyze your audience. 
2. State your objective. 
3. Define your main message and support it. 

Analyze Your Audience 

To design a briefing that is on target, you must carefully consider your prospective au- 

dience. Who are the people? What are their backgrounds? How much information do they 

already have about your subject? What information are they looking for? What are their needs? 

Whenever you present a technical briefing, you assume a certain degree of risk. 
If you use jargon or highly technical material that your listeners don’t understand, you’re 

wasting their time. On the other hand, if you present information your listeners already know, 

you’re also wasting their time. Time is the most precious asset a busy person has. And in 

the workplace, time is money. Careful audience analysis will help insure that your briefing 

is time well spent for you and your audience. 

State Your Objective 

In this step, you must determine the result you want your presentation to achieve. What 
do you want the audience to know or be able to do as a result of your presentation? 

Define Your Main Message and Support Ii 

What is the purpose of your presentation? State it in a single sentence. This sentence will 
serve as the focal point for your entire presentation, and should recur throughout your talk. 

For most technical briefings, assembling enough support material is far less of a problem 
than whittling down a vast amount of material to a manageable amount. Your guides in selecting 
your material for presentation are your objective, your main message, and the needs of your 
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audience. Try to select only three or four primary points that support your main message, 
and state each one in a single sentence. To finish your briefing, summarize the main points 
you’ve presented, and include any conclusions you have made clear in relation to them. 

Suppose that as manager of an engineering division, you’ve been asked to brief a new vice 
president on your division’s function and activities. Also on hand will be several key members 
of the vice president’s staff. Your objective, main message and primary points might be. . . 

Objective. The vice president will understand the division’s role in product development 
and quality assurance. 
Main Message. The division is developing five new products while testing existing pro- 

ducts for quality. , 
Primary Points. 

* We participate in the design of future products. 
¢ We test all new products that are in the development stage. 
¢ We regularly test all existing products to insure their quality. 

Arrange your material into an outline containing an introduction, body and conclusion. 
State your main message early in the speech, reinforce it throughout the briefing, then restate 
it in your conclusion. 

Your Project Speech 

For this speech project, prepare and deliver an eight to ten minute briefing. It should con- 
tain technical information drawn from your career, profession or hobby that is aimed at the 
interests and knowledge levels of your audience. Follow the outline presented in the project. 
Don’t neglect effective delivery—employ body language, vocal variety and enthusiasm to 
make your speech meaningful and interesting. Your opening should capture attention, stimulate 
audience interest and state your main message. Include a few primary points that support 
this message, and illustrate them with appropriate example and data. Your goal in presenting 
this technical briefing is to create understanding among your listeners and every aspect of 
your speech should reflect this. 

  

 



Evaluation Guide For “The Technical Briefing” 
  

Title Evaluator Date 

Note to the Evaluator: In this presentation, the speaker is asked to deliver an informative briefing containing technical 

material. This material should be tailored to the needs, interests and knowledge levels of the audience, and should 

be presented clearly and logically. All aspects of the speech should support a single main message. It is suggested you 

read the entire project before the speech. 

In addition to your oral evaluation, please complete this evaluation form by assigning a rating in each category, then 

making comments in the space on the right. Comment only where special praise or specific recommendations for im- 

provement are appropriate. 

Category 

In your opinion, was this speech 

interesting? 

Was the technical material suit- 
able for the interests and knowl- 

edge levels of the audience? 

Did the speaker state his/her main 

message at the onset of the brief- 
ing? 

Did the points and support data 

contribute to understanding and 
acceptance of the main message? 

Was the technical material pre- 
sented in a concise, logical man- 

ner? 

Did the speaker’s delivery enhance 
the overall presentation effective- 

ness? 

8 

Should COMMENTS/ 
Excellent Satisfactory Improve RECOMMENDATIONS 

  

  

  

  

  

  

 



      

  
  

Another kind of speech technical professionals frequently present is the proposal. A pro- 

posal is similar to a briefing, but it adds the element of advocacy. It might be considered 
a “‘persuasive briefing.’’ 

While the purpose of most briefings is to inform, a proposal seeks to stimulate action or 
acceptance of an idea. Here are some examples: A company’s research and development 
chief proposes that top management authorize additional funding and staffing for a key pro- 
ject. An architect presents design recommendations for a planned condominium development. 

The director of an advertising agency proposes an ad campaign to a prospective client. A 
project manager explains the advantages of his proposal to government officials in an effort 
to win a defense contract. A company president proposes that a banking consortium finance 
a major expansion program. 

In all of these cases, the information being presented is technical. Yet the objective of the 
presentation is to sell a product, a concept or a set of recommendations. By combining your 

technical expertise with the ability to present proposals that get positive results, you’ll generate 
many opportunities for visibility and career advancement. 

Whai Are You Proposing? 

There are four steps you should follow in preparing your proposal. First, determine your 
purpose. Then analyze your audience and determine their needs. Then state your main message 
and support it. Fourth, urge the audience to take definite action. 

A proposal begins with careful planning. Your first step is to determine your audience 
and the effect you want your presentation to have. Are you selling a product or service? 
Recommending a course of action? Striving for agreement or approval? Be specific about 
what you want your proposal to accomplish. 

Your main message, however, should be stated in terms of the audience’s wants and needs, 
so you'll need to carefully analyze your audience. A product proposal stressing cost savings 
may be rejected by an audience whose overriding need is quality and durability. Individuals 
and organizations vary in their needs, and you’ll find it worthwhile to determine your listeners 
needs. 

Suppose your objective is to persuade top management of a large corporation to purchase 

your company’s copy machines for all of its facilities. What would your main message be 
in this case? That your company has just developed a revolutionary photographic process 
using state-of-the-art technology? That your computerized service network is the best in the 
business? That your products cost less than those of your competitors? 

These are important considerations that certainly warrant inclusion in your proposal. But 
there’s a problem—they’re features. What will motivate your audience (and help you achieve 

your objective) is a list of benefit.—ways the copy machine will help them. Translate the 
features of your product, service, idea or recommendation into audience benefits. 

In the example of the copy machines, the benefits might include: 

© You'll get better copies in less time, which will enhance your company’s image when con- 
ducting business. 

© Down time will be minimized, keeping your company’s paperwork flowing quickly and 
smoothly. 

® You’ll save money. 

Once you’ve translated features into benefits, create a powerful statement, such as ‘‘With 
the XYZ Model 123, your company will get greater productivity at a lower cost.’” Now you 
have a main message that’s the basis for an effective proposal. Conclude by urging the au- 
dience to buy your copy machine. 

Organizing Your Proposal 

In organizing your ideas into an effective proposal, you’ll be using an approach developed 
in the field of journalism—the “‘inverted pyramid.’’ In the ‘‘inverted pyramid”’ format, essen- 

  

  

Objective: 
"© To prepare a technical presenta- 

tion advocating a product, ser- 
vice, idea or course of action 

¢ To present your viewpoint logi- 
cally and convincingly, using an 
inverted-pyramid approach 

e To effectively use a flipchart to 
iliustrate your message 

* To effectively handle a question- 
and-answer period 

TIME: Eight to ten minutes for 
speech; three to five minutes for 
question period. 
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tial information is given in the first few paragraphs of a story. A story organized as an in- 
verted pyramid gives an editor the flexibility of cutting it at any point without losing the 
main message. 

In organizing your proposal, you begin with your main message, followed by the support- 
ing points and detailed data. If your listeners agree with your main message, the supporting 

material that follows it will reinforce their agreement. If they disagree, they will be focused 
on your viewpoint from the beginning, and your logic may win them over to your side. 

Using Visual Aids 

Visual aids are standard equipment in most technical presentations. Effective visuals can 
illustrate and clarify your verbal message. On the other hand, poor or poorly presented visual 
aids can seriously damage your proposal and create a negative impression with the audience. 
In building your project proposal pay special attention to creating visual aids that support 
your objective and main message. 

A flipchart is a versatile, easy-to-use tool when the audience is relatively small, as is the 
case with most proposals. With a flipchart you can prepare your visuals beforehand or write 
visual messages during a presentation. The keys to effectiveness when using a flipchart are 
visibility, simplicity and legibility. Above all, visual aids must be clearly visible to each per- 
son in the audience. They must be simple, with each one illustrating a single point. And they 
must be legible, so the audience can clearly understand what’s being shown. Remember. . . your 
purpose in using visuals is to promote understanding. 

For tips on using visual aids, including flipcharts, refer to the supplement in the back of 
this manual. 

Handling Questions and Answers 

A question-and-answer period following your prepared proposal benefits both you and your 

audience. It provides you with feedback indicating to what extent your listeners accept and 
agree with your proposal. It also lets you reinforce your message by addressing areas that 
concern the audience. And it benefits your listeners by giving them an opportunity to get 
clarification of ideas and data in your proposal. 

Here are some tips for effectively dealing with audience questions: 

1. Plan for them. Announce at the outset of your speech that you will entertain questions. 

Plan a smooth transition between the conclusion of your proposal and the question-and- 
answer portion of the presentation. 

2. Anticipate questions. Try to anticipate the questions your audience will ask. One way is 
to rehearse your proposal before colleagues or friends and see what questions they have. 
This has an added benefit: It can indicate elements you’ve neglected to include in your 
proposal. 

3. Clarify the question. Before attempting to answer a question, be sure you understand what 
the questioner wants. If necessary, rephrase it, asking if your interpretation is correct. 
If you don’t know the answer, admit it, but tell the questioner you will find out the answer 
later and contact him or her. 

4. Don’t be defensive. Give your listeners the impression you welcome their questions and 
appreciate the opportunity to answer them. Your positive attitude can be the ‘‘icing on 
the cake’’ for a successful proposal. 

5. Align your answer with your main message. Rather than blurting out the first response 
that comes to mind, mentally evaluate how you can answer the question in a way that 
supports what you’ve said in your proposal. 

6. Disarm loaded questions. Occasionally a questioner may try to trip you with a loaded 
question—one based on false premises or irrelevant assumptions. Be polite, but don’t back 

down from your position. You can disarm the questioner by asking him or her to explain 
the question and share information.



  

  

7. Divert irrelevant questions. Don’t waste time on questions that are out of place, even if 
you know the answers. Politely ask the person how the question bears on the proposal. 

8. Divide complex questions. If a questioner hits you with a multifaceted question, split it 
into components before answering it. This helps you, as well as other listeners. 

9. Summarize. Watch your allotted time. Before it expires, conclude by briefly summariz- 
ing your proposal. This way, you can control (and prepare for) the way your presentation 
ends. This is the final impression you leave on your audience, so make it positive and upbeat. 

Your Project Speech 

Using technical material drawn from your career or profession, design a proposal that ad- 
vocates a product, service, idea or course of action. If you wish your fellow members to 
play a role, have the Toastmaster of the meeting explain the situation in advance. 

Develop a main message expressed in terms of benefits to the audience. Present your recom- 
mendation at the beginning of your speech, then support it with key points, examples and 
data. Following your eight- to ten-minute proposal, spend three to five minutes answering 

questions, then present a brief but strong summary of your message. Use a flipchart, prepar- 
ing the pages in advance; your visuals may include key points, simple charts or graphs or 
a combination of these. 

11 
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Evaluation Guide For “The Proposal” 

  

Title Evaluator Date 

Note to the Evaluator: This project calls for a technical presentation that advocates a product, idea or course of action. The 

speaker has been asked to use an ‘‘inverted-pyramid’’ approach, putting his/her viewpoint at the beginning, then sup- 

porting it logically and convincingly. The speaker was also expected to conduct a question-and-answer period at the 

conclusion of the proposal. Visual aids (of the speaker’s choice) are recommended. It is suggested you read the entire 

project before hearing the speech. 

In addition to your oral evaluation, please complete this evaluation form by assigning a rating in each category, then 

making comments in the space on the right. Don’t comment on each category—only those where special praise or specific 

recommendations for improvement are appropriate. 

Should COMMENTS/ 

Category Excellent Satisfactory Improve RECOMMENDATIONS 

Was the speaker’s main message 
clearly stated in terms of audience 

benefits? 

  

Did the speaker clearly and logi- 

cally support his/her main mes- 

sage? 

  

Was the proposal appropriate 

in intent for the audience? 

  

Was the proposal organized ac- 
cording to the ‘‘inverted pyra- 

mid’’ method? 

  

Did the speaker effectively deal 

with audience questions? 

  

During Q and A, did the speaker 

respond in a way that supported 

the main message? 

  

How effective were the visual 

aids? 

  
  

  Was the speaker’s delivery as 
effective and convincing as his/ 

her content? 

 



    
    The realms of science and technology, to many people, are baffling oceans of complexity. 

These people aren’t necessarily unintelligent; they merely lack technical training. Yet they 
may suffer feelings of helplessness and inadequacy as their lives are affected by processes 
they don’t understand. 

Space exploration, computers, nuclear power, acid rain, toxic wastes, air and water 

polution—these are realities that many nontechnical people need and want to comprehend. 
For some, it’s a professional necessity. Others merely crave knowledge about the world in 
which they live. 

As a skilled presenter of technical material and ideas, you’ll undoubtedly be called upon 
to fill the challenging role addressed by this project—interpreting the world of high technology 
to a nontechnical audience. Learning to speak effectively in this ‘‘go-between’’ role can build 
your visibility, place you in high demand as a speaker, and advance your professional standing. go
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Unraveling “High-Tech” Mysteries 

Your purpose in presenting technical material to a nontechnical audience may be simply 
to inform. Or you may seek to persuade, to build support for your position, or to generate 
action on the part of your listeners. 

This brand of technical presentation has a unique set of priorities for you as a speaker. 
Generally, how you present your material is more important than your topic. Unlike other 
technical presentations, where it’s preferable to put your conclusions and findings first, you 
begin this speech by striving to capture your audience’s attention and interest. It’s okay to 
“‘tell them what you’re going to tell them,”’ but your initial focus should be on getting your 
listeners interested in your topic and showing them how it relates to them. Once you’ve ac- 

complished this vital objective, the audience will listen to details and try to understand them. 

Structuring Your Approach 

Here is a six-step priority list for effectively presenting technical material to a nontechnical 
audience: 

1. Get their attention. For this talk to be successful, you must seize your audience’s attention 
and keep it throughout the presentation. You do this by being lively, animated and en- 
thusiastic. Use visuals that are bold and simple. If showmanship isn’t your style, don’t 
attempt it. But avoid monotony; bored listeners become non-listeners. 

2. Win their interest. This step is closely related to the first; both are vital. The key to get- 

ting people interested in your speech is showing them that your subject is both relevant 

and important to them. As in any speech, you should be sensitive to your listeners’ needs 
and approach the communication situation from their point of view—not yours. 

3 . Build understanding. If your presentation is to be more than just a pleasant diversion for 
your audience, this is the step that warrants the greatest care in your preparation. Here 
is where you make the complex simple and the esoteric mundane. Use everyday language. 
Avoid jargon. If you must use technical words, define them clearly. Use short, crisp 

sentences with active verbs. Use examples, analogies and comparisons to clarify your points . . 
and make technical material simple. Structure your speech according to a clear, logical Objectives: 
outline that flows easily from point to point. Concentrate on making smooth transitions understand the principles of 
that connect your points into a logical whole. Don’t expect your listeners to draw their communicating complex infor- 
own conclusions; you’ll need to make those transitions for them. mation to nontechnical listeners 

Here’s an example that illustrates the use of comparisons and a smooth transition be- * Build and deliver an interesting 
tween statements: ‘“This space vehicle uses more fuel during liftoff than you will use in , Fer esed on these principles ope : : tas : questions that 
your lifetime. That much fuel weighs more than this building. As a result, ittakesatremen- arise during the presentation 
dous amount of propulsion to lift the vehicle off the ground.” This type of structure builds Use overhead transparencies to 
understanding without insulting people’s intelligence. illustrate your message 

Another key to helping people understand is your ability to monitor their feedback dur- TIME: Ten to twelve minutes. 
ing the presentation. In most technical presentations, it’s advisable to wait until the end 

  

  

  

13     
  

 



  

14 

to handle audience questions. But in a presentation to a nontechnical audience, it helps 
both you and your listeners if you invite them to ask questions at any point. Otherwise, 

you may lose your audience. 
4. Gain acceptance. If your purpose is to inform, you’ve accomplished it once you’ve built 

understanding. But if you seek to persuade or to stimulate attitudinal or behavioral change, 
you must do more. Getting people to accept and believe your viewpoint involves building 
rapport, credibility and trust. To enhance rapport, you should convince the audience you’re 
like them; self-directed humor, if you can do it effectively, may help. Credibility and trust 
are usually functions of who you are—the quality of your credentials. Since it’s usually 
inappropriate for you to state your qualifications, a good introduction by someone else 
is vital. Finally, your ideas and your reasoning must make sense. If your audience is like- 
ly to be exposed to objections or counter-arguments, you'll need to recognize and dispose 
of them. 

5 . Help them remember, Making your message memorable is largely a function of the steps 
already discussed. If your listeners are to remember what you’ve said, they must under- 

stand it. They must be convinced your subject is important to them. In addition, you can 
enhance retention by using visuals that illustrate and clarify—people remember much more 
of what they both hear and see than what they just hear. 

6 . Stimulate action. People are most likely to take action if it’s both specified and feasible. 
Tell your audience exactly what you want them to do: vote a certain way, sign a petition, 
make a contribution, etc. The action should be relatively easy and available immediately. 

And finally, the action you propose should meet their needs. Of course, it’s up to you 
to convince them this is the case. 

Your Project Speech 

Plan, prepare and deliver a 10- to 12-minute speech in which you convey technical informa- 

tion drawn from your career or profession to a nontechnical audience. If yours is a company 
Toastmasters club or one in which your fellow members share your technical expertise, this 

project may require them to “role play.’ Be sure they are notified of this in advance. 
For this project, use an overhead projector and transparencies to illustrate your message; 

you'll find tips for using them effectively in the back of this manual. Also, notify the audience 
beforehand that you will accept questions at any time during your presentation. To avoid go- 

ing overtime, you'll have to make your answers brief and direct. 
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ation Guide For “The Nontechnical Audience” 
  

Title Evaluator. Date 

Note to the Evaluator: For this project the speaker is asked to deliver an interesting speech, in which complex informa- 
tion is conveyed to a nontechnical audience. The speaker should entertain audience questions as they arise during the 
presentation, and use overhead transparencies as visual aids. It is suggested you read the entire project before hearing 

the speech. 

In addition to your oral evaluation, please complete this evaluation form by rating the speaker in each category, using 
this guide: 1 = excellent; 2 = very good; 3 = satisfactory; 4 = should improve; 5 = must improve. Also, use the 
space on the right for comments. Comment only in those categories where special praise or specific recommendations 

for improvement are appropriate. 

COMMENTS/ 
CATEGORY RATING (CIRCLE ONE) RECOMMENDATIONS 

Topic selection 1 2 3 4 5 
(interesting, relevant) 

Absence of complexity 1 2 3 4 5 
(easy to understand) 

Opening 1 2 3 4 5 
) (attention-getting) 

Organization 1 2 3 4 5 
(clear, logical) 

Support material 1 2 3 4 5 
(examples, comparisons that 
clarify and simplify) 

Transitions 1 2 3 4 5 
(smooth, easy to follow) 

Language 1 2 3 4 5 
(simple, without technical jargon) 

Responses to audience 1 2 3 4 5 
(questions answered simply and 
directly) 

Visual aids 1 2 3 4 5 
(bold, simple, visible, smoothly 
handled) 

Delivery 1 2 3 4 5 
(vocal, variety, body language, 
etc.) 

15 

 



  

      
  

Pr
es
en
ti
ng
 

a 
Te
ch
ni
ca
l 

Pa
pe
r 

  

Objectives: 
* Deliver an interesting speech 

based on a technical paper or 
article. 

e Effectively use a flipchart, over- 
head projector or slides to il- 
lustrate your message 

TIME: Ten to twelve minutes. 
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Every year legions of engineers, scientists, managers and other professionals attend con- 

ferences sponsored by various technical organizations. The primary purpose of these associa- 

tions is to disseminate technical information that will benefit their particular fields and the 

people who work in them. If you’re a technical professional, chances are good that you belong 

to one or more of these organizations. 

In most technical associations, knowledge is shared via both the written and spoken word 

in conjunction with one another. They regularly publish technical papers written by profes- 

sionals in their fields. These authors are then invited to present their papers orally to peers 

and colleagues at the associations’ conferences. 

A Rewarding Challenge 

Whatever your professional field may be, writing a technical paper can be a highly satisfy- 

ing experience. It lets you contribute to your profession’s body of knowledge. This, in turn, 

can add greatly to your professional visibilty and stature. 

In this project you will share ideas, experiences and findings in a format that simulates 

those used by leading technical associations. You don’t have to write a technical paper. In- 

stead you will select a technical paper or magazine article and deliver an oral presentation 

based on the paper or article. The presentation should be aimed at sharing pertinent informa- 

tion with your professional peers. 

Of course if you wish, you’re welcome to write an actual technical paper and present it. 

You should write it with the goal of publication by an association to which you belong. But 

‘before beginning, be sure to contact your association for its particular format and guidelines. 

These vary considerably from one organization to the next. 

Preparing Your Technical Presentation 

Your topic will depend on who you are and what work you do. It should be something 

in which you have first-hand knowledge and experience. Typically, a technical paper or arti- 

cle describes how a problem is solved, a new procedure developed, or new data obtained. 

It may be strictly informative in nature, or it may include recommendations based on find- 

ings. It should present original information that interests professionals in the field, contributes 

to their technical knowledge, and perhaps applies to their own work. 

Your Oral Presentation 

Once you’ve selected your technical paper or article, it’s time to plan and prepare your 

oral presentation. At a technical conference your audience will consist of intelligent profes- 

sionals who are eager to gain new information. As such, they are highly receptive to a presen- 

tation that is interesting, well-organized and informative. However, they will not forgive a 

speaker who insults them by not being organized, by using poor-quality visual aids, or by 

committing the cardinal sin of technical presenters—reading his/her paper. 

What an audience at a technical conference wants is a speaker who talks about his/her paper 

in a direct, conversational style, including only the highlights. They appreciate a clear state- 

ment of the problem being discussed, a brief explanation of how it was solved, and a review 

of the paper’s conclusions, their applications and the speaker’s recommendations. 

In converting your technical paper or article to a speech, you should begin by carefully 

reviewing it and reducing the number of main points to a manageable minimum—no more 

than four or five. Select a few tables, graphs or other illustrations that clarify each main 

point; these will become visuals aids. 
Organize your speech carefully, using a simple outline. In the introduction, briefly state 

the scope of the project or study. You can discuss methods of design, research or analysis, 

but don’t include too many details. 
The body of your speech should very simply highlight the body of the technical paper or 

article. Finish by summarizing, discussing applications and benefits of the findings, or by 

 



      

  

listing recommendations. The advice to “Tell them what you’re going to tell them, tell them, 

then tell them what you’ve told them’’ is especially applicable to the oral presentation of 

a technical paper. 

When preparing your speech, remember to keep it... 

e Clear. Avoid complicated sentences and cryptic words. There is no relationship between 

the quality of ideas and the complexity in which you present them. Make illustrations simple. 

e Logical. Your ideas should flow logically and sequentially. Don’t omit any necessary details 

that would help readers follow and understand your message. But don’t burden them with 

irrelevant data, either. 

¢ Objective. Avoid editorializing—your listeners are knowledgeable professionals who want 

pertinent information only. Strive for balance; include any limitations or disadvantages 

associated with methods and recommendations. 

This is not to be a ‘‘book report’’ type of presentation. You should act as though the paper 

or article you are presenting is your own. 

Your Visual Aids 

Visual aids aren’t just desirable at a technical conference—they’re expected. However, 

the professionals who attend these meetings are often subjected to visuals they can’t see, can’t 

decipher, or both. By using appropriate, good-quality visuals, you have an opportunity to 

make an especially positive impression. In designing your presentation, pay special attention 

to your visuals, and practice with them. 

Use a flipchart or overhead projector to illustrate your technical presentation, or if available, 

35mm. slides. Youll find tips and suggestions for using slides effectively in the back of this 

manual. 

Your Project Speech 

For this speech, prepare a technical paper drawn from your professional field, then orally 

present its highlights in a 10- to 12-minute speech. In most cases, the members of a 

Toastmasters club have far different knowledge levels than the members of your technical 

association. As a result, you should carefully tailor your presentation to their interests and 

needs. Use a flipchart, an overhead projector or, if possible 35mm. slides to illustrate your 

presentation, making visuals bold, simple and colorful. Strive to make your speech interesting, 

using vocal variety, body language and the other delivery skills you have learned. 

17 
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Evaluation Guide For “Presenting a Technical Paper’ 
  

Title Evaluator Date 

Note to the Evaluator: For this project, the speaker was asked to present a technical paper or article. The opening 

should contain a clear description of the problem or process being discussed. Only a few major points should be includ- 

ed. The conclusion should contain a summary of the paper’s conclusions, and any recommendations that arise. The 

speaker should use a conversational speaking style, and has been asked to illustrate his/her message with a flipchart, 

overhead projector or 35 mm. slides. It is suggested you read this entire project before hearing the speech. 

In addition to your oral evaluation, please write answers to the questions below. Where appropriate, offer specific sug- 

gestions for improvement. 

* Did the speaker discuss only the technical paper or article’s highlights during the oral presentation? 

¢ Was the presentation tailored for the audience’s interests and knowledge levels? 

¢ How did the speaker make the presentation interesting? 

® What evidence indicated that the speaker prepared diligently for this project? 

© How effective were the speaker’s visual aids and the way they were used? 

* What presentation strengths does this speaker have, as displayed during this speech? 

e In your opinion, how could the speaker improve his or her delivery in his/her next speech? 
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Ours is an age of specialization. As the workplace has become increasingly technical and 
complex, individuals have tended to narrow their professional fields of expertise. The scope 
of human knowledge and activity is so vast that it’s impossible for one person to master 
more than a limited segment. 

The growth of professional specialization has given rise to the team presentation — a 
speaking situation involving multiple presenters who work together to accomplish a set of 
unified objectives. Team presentations have become commonplace in business, industry 
and government; in some professions, they are the rule rather than the exception, 

It’s very costly to commit a group of busy professionals to a single presentation. As a 
result, team presentations invariably involve high stakes for the organization on whose 
behalf they are given. In some cases, the fortunes of a major corporation may rest on the 
success of a team presentation. Thus, the ability to organize, prepare and conduct effective 
team presentations can be a valuable asset to you as a communicator. 

A Leadership Assignment 
In this challenging project, you will coordinate all aspects of a team technical presenta- 

tion. These include: 

* Developing an initial concept 
* Building a presentation team composed of fellow club members 
* Establishing objectives and a main theme 
* Developing responsibilities, working relationships and timetables 
* Making all necessary scheduling and equipment arrangements 
* Supervising the development and preparation of visual aids 
* Bringing the team together for periodic strategy sessions 
* Monitoring progress 
* Arranging for a dress rehearsal 

Taking the lead role during the actual presentation 
Although you will have a key speaking role during the presentation, this project focuses 

on leadership skills. Putting on a team presentation is far more difficult and time-consuming 
than one involving a single speaker. You’ll need to exercise strong leadership to get your 
team motivated, make sure each participant knows what to do and when, and keep the team 
on track. You also must pay constant attention to details. 

Because of the unique nature of this project, the text that follows will concentrate on its 
leadership and coordination activities. Your team presentation may be either a briefing or 
a proposal. Therefore, it’s suggested you refer to Projects 1 and 2 for details on planning and 
delivering these kind of technical presentations. 

Getting Started 
Your first step is to develop an initial concept. What will your subject be? Ideally, it should 

relate to your career or profession, but you'll need a subject that all members of your team 
can approach with confidence and comfort. Don’t be rigid during your initial 
conceptualization. Once you’ve assembled your team and begun the group planning 
process, you can expect the original focus to evolve. 
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Objectives: 
¢ Understand the nature and 

process of a team technical 
presentation. 

Conceptualize a briefing or 
proposal involving three or 
more speakers, including 
yourself 
Assemble a team of club 
members capable of getting the 
job done 
Orchestrate the planning, 
preparation and delivery of a 

team technical presentation 
Step two is to build your presentation team. You’Il need at least two fellow members who... TIME: 20 to 30 minutes* 

* Possess the required technical knowledge and experience 
* Will work well with you as a team, under your leadership 
* Will commit themselves to the project and meet deadlines 
* Will attend all team meetings 
* Will prepare diligently and speak effectively. 

* Arrangements for this presenta- 
tion should be made with your 
club’s Vice President Education 
well in advance. Also, you 
should arrange for an evaluator 
for each speaker. 
  

19 

 



  

20 

In approaching prospective team members, be sure they’re aware that they can take 
manual credit (for any appropriate basic or advanced manual assignment) as a result of their 
participation in this project. They should advise their evaluators of the speeches they will 

be presenting. 
Next, discuss this project with your club’s Vice President Education. Schedule the team 

presentation well in advance — 60 to 90 days is advisable. You may wish to involve the Vice 
President Education in the development of your presentation, inviting him or her to be an 
observer for team activities, particularly your rehearsal. 

Planning and Designing Your Team Presentation 
Once you’ ve gotten a team together, it’s time to begin the planning process. The elements of 

this phase are the same as with a single-speaker presentation. You’ll need to identify your 
objective — what you want the presentation to accomplish. You then should develop your main 
message or theme. Next, you carefully analyze your audience, identifying its key needs. 

There’s yet another vital design step that applies only to team presentations: the 
assignment of presentation segments and individual roles. This means dividing your main 
message into parts that (ideally, at least) correspond with individual team members’ 
professional specialties and/or strong points. Lay out each member’s responsibilities so that 
he or she understands and supports the overall theme of the presentation, knows exactly how 
his/her part fits into the whole, and is aware what all other team members will be doing. 

Working together, set up a timetable for each phase of project development. 

After completing your initial planning, you can begin exploring details of your team 
presentation. These include the length of each segment — how long each member will speak 
— and the speaking order. Also, you should identify the key points each speaker will make 
during his/her segment. As in any technical presentation, these points all should support 
your theme or main message. When designing the presentation, strive to avoid overlap and 

duplication while making sure nothing important is left out. All of these design-related 
activities will require close coordination by you, as well as cooperation among all members. 

Don’t forget visuals when developing the presentation design. It’s highly desirable to 
have each speaker use the same medium and visuals that are similar in style. To do this, your 
best bet is to design your visuals together. The same person should produce all visuals, or 
at least closely supervise their preparation. That’s your responsibility as team leader. 

Building and Testing Your Material 
As your presentation begins to take shape, remember that audiences for team presentations 

tend to be specialized, just like the speakers. As a result, your material should be kept general. 
Your examples, support data and visual aids should be clear, simple and easy to understand. 

Your next step is to conduct a “dress rehearsal” of your team presentation before a critical 
audience. This is even more vital with a team presentation than one with a single speaker. 
If there are problems, now is the time to identify and overcome them. 

Show Time! 
The final structure of your team technical presentation will depend on your subject, 

theme, number of speakers and the nature of the audience. As a general guideline, here’s 

a recommended format: 

1. The Toastmaster of the meeting explains the nature of the program and who the speakers 
will be. If team members besides you will be giving manual speeches, this should be 
mentioned to the audience. The Toastmaster then introduces you.



  

    

  a a a a a 

. You open with an overview. In it you describe the scope and purpose of the presentation, 
state the main message, and explain the role of each speaker. 

. Next, introduce the first speaker. You'll be handling a segment of the presentation; it may 
or may not be first in order—this depends on how it fits into the whole. 

. Each presenter speaks in turn, being careful not to exceed the established time allotment. 
He/she next invites audience questions, handles them, then briefly introduces the next 
speaker. 

. You wrap up the presentation by summarizing what was said, asking if the audience has 
additional questions, answering them, then concluding with a restatement of the main 
message. 

21 
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Evaluation Guide For “The Team Technical Presentation” 

Title Evaluator. Date 
  

Note to the Evaluator: \n this project, the coordinator’s task was to develop a team presentation concept, assemble a 

team of speakers, and orchestrate the presentation. The actual presentation could be either a briefing or a proposal 

with a main message supported by all participating speakers. It should be smoothly planned and executed. All speakers 

should use the same type of style of visual aids. It is suggested you read the entire project before the presentation. 

In addition to your oral evaluation, please complete this evaluation form by assigning a rating in each category, then 

making comments in the space on the right. Don’t comment on each category—only those where special praise or specific 

recommendations for improvement are appropriate. 

Category 

Was the presentation topic ap- 
propriate for the audience? 

Were all speakers well-prepared? 

Did the presentation appear to 

be well-coordinated? 

Did all aspects of the team 

presentation support a main mes- 
sage? 

Did the individual parts avoid 
overlap and include all pertinent 

material? 

Did the coordinator effectively 
deliver his/her part of the pre- 

sentation? 

Were the visual aids well-design- 
ed and well-presented? 

Please rate the overall effective- 
ness of the team presentation. 

Should COMMENTS/ 
Excellent Satisfactory Improve RECOMMENDATIONS 
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Visual aids are generally considered an integral part of any technical presentation. For 
this reason, one of this manual’s objectives is to help you learn to use them effectively. Four 
projects in the manual call for you to use visuals. 

The three most commonly used media in technical presentations are the flipchart, overhead 
transparencies and 35 mm. slides. In this supplement are specific tips pertaining to these 

media, as well as general guidelines for using visuals. Most of these suggestions apply to 
other types of visual aids. 

Flipchart. A flipchart mounted on a portable easel can be effective when used with a relatively 
small audience—20 or less. With a flipchart, you can write or draw during your presenta- 
tion. You can record audience responses; if necessary you can tear off individual pages and 
tape them to a wall. Also with a flipchart, you can remove a visual from view after it’s been 
displayed. Flipcharts are ideal for simple visibility, however, you should avoid using a flip- 
chart for complex graphs or tables of figures. 

Flipchart visuals can be prepared in advance of a presentation. To make sure that suc- 
-ceeding pages don’t show through the page you’re displaying, write one every second or 
third page; use small strips of masking tape to facilitate changing from one page to the next. 
Use colorful crayons or felt-tipped marking pens, but avoid ink that ‘‘bleeds’’ through the 
paper. Make letters large, with plenty of spacing between words. And when delivering your 

technical presentation, take care not to look at your flipchart when speaking. If you must write 
on the flipchart, pause, then resume speaking when you’re done. 

Overheads. You can use an overhead projector and transparencies with a relatively large 
audience and in a fully-lighted room. Most overheads are prepared in advance (most are pro- 
duced on printing presses or photocopying machines), although you can write on them with 
a special instrument, such as a grease pen. A mistake many presenters make when using 

overheads is trying to cram too much information onto each visual. Like all visual aids, 
overheads should be bold and simple. Using them effectively also takes practice; don’t neglect 
rehearsal when using overheads in a presentation. 

Slides. These are the most commonly used visuals at technical conferences. They are suitable 
for any size audience and offer superb color and image clarity. However, they require a 
relatively dark room although the higher your slides’ contrast the lighter the room can be. 

This enables listeners to take notes during your presentation. It is recommended that you 
use a remote advance device so you can control the display of your visuals as you speak. 
For a technical presentation, slides should be horizontal in format and projected so as to fill 
the screen. You should combine tables, figures and ‘‘words-only’’ slides with shots of people, 
tests in progress, products and machinery. A good rule of thumb for type size is this: If you 
can read it on the slide without a magnifier, it’s probably legible for an audience. As with 
any visual medium, practice and rehearse in advance. 

Guidelines For Using Visual Aids Effectively 

1. Make them visible. Every audience member should be able to see and read your visuals. 
Make letters large—at least one-half inch for every 10 feet between the visual and the 

farthest audience member. Display them high enough so all can see them, and don’t stand 
between your visuals and your audience. 

2. Keep them simple. This is the most commonly violated dictum for using visuals. Make 
graphs, diagrams and tables both simple and general, with no more than two curves or 
bars on any graph. With writing, restrict your text to a minimum, one idea per visual, 
using the ‘‘seven-seven’’ rule—no more than seven lines and no more than seven words 
per line. Never display typewritten lists, computer printouts or pages from a book. Give 
each visual a title. Avoid a preponderance of labels—you can explain your visuals when 
you speak. 

3. Make them colorful. Use color on tables and graphs. Red is a good choice for the areas 

of greatest interest. However, avoid more than two or three colors per visual, other than 
““photo’’ slides. 
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4. Don’t use too few or too many. Experienced technical speakers recommend that each visual 

be displayed from between 30 seconds to one minute. Those displayed more briefly frustrate 

the audience, because they can’t assimilate the date you’re showing. If yours is a fast- 

paced presentation with an ample amount of material, it’s generally preferable to use many 

visuals with a small quantity of material on each than a few that are overloaded with detail. 

5. Present them smoothly. Master both your medium and your presentation, paying special 

attention to practice and rehearsal. Avoid talking continuously while a visual is being 

displayed; most audience members can’t absorb information from two sources simulta- 

neously. At the same time, offer enough explanation to make your visuals clear and easy 

to understand. 

_ Use the “‘storyboard”’ approach. A technical presentation is most effective when you match 

your visuals to your text. Plan and design your visuals at the same time you plan and 

design your spoken presentation. Build your presentation so that your visuals and your 

words work together to build understanding.



  
  

© RECORD OF ASSIGNMENTS 
TECHNICAL PRESENTATIONS 

Advanced Communication and Leadership Program 

  

  

  

  

VP Educ. Project Speech Title Date Initials 

  

1. The Technical Briefing 

  

2. The Proposal 

  

| 3. The Nontechnical 

N Audience 

  

4, Presenting a Technical 
Paper 

  

5. The Team Technical 

Presentation         

  

Save this page to verify your completion of the projects in this manual. Submit the Record of Assignments form from the 
appropriate manuals when applying for the Advanced Toastmaster Bronze, Advanced Toastmaster Silver or Advanced 
Toastmaster Gold awards. 
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Toastmaster Recognition 
Members can earn the following communication and leadership awards: 

COMMUNICATION TRACK 

Competent Toastmaster (CTM) 
To be eligible for this award, a member must have: 

* Completed the Communication and Leadership Program manual 

See the CTM award application (Catalog No. 223) for details. 

Advanced Toastmaster Bronze (ATM-B) 
To be eligible for this award, a member must have: 

* Achieved Competent Toastmaster award 
* Completed two Advanced Communication and Leadership 

Program manuals 

See the ATM awards application (Catalog No. 1207-A) for details. 

Advanced Toastmaster Silver (ATM-S} 
To be eligible for this award, a member must have: 

* Achieved Advanced Toastmaster Bronze award (or achieved 
Able Toastmaster award) 

* Completed two additional advanced manuals (may not be those 
completed for previous award) 

* Conducted any two programs from The Better Speaker Series and/ 
or The Successful Club Series 

See the ATM awards application (Catalog No. 1207-A) for details. 

Advanced Toastmaster Gold (ATM-G) 
To be eligible for this award, a member must have: 

¢ Achieved Advanced Toastmaster Silver award (or achieved Able 
Toastmaster Bronze award) 

* Completed two additional advanced manuals (may not be those 
completed for previous awards) 

* Conducted a Success/Leadership Program, Success/Communi- 
cation Program or a Youth Leadership Program 

* Coached a new member with the first three speech projects 

See the ATM awards application (Catalog No. 1207-A) for details. 

LEADERSHIP TRACK 

Competent Leader (Cl) 
To be eligible for this award, a member must have: 

* Achieved Competent Toastmaster award 
« Served at least six months as a Club officer (President, Vice 

President Education, Vice President Membership, Vice Presi- 
dent Public Relations, Secretary, Treasurer or Sergeant at 
Arms) and participated in the preparation of a Club Success Plan 

¢ While a Club officer, participated in a District-sponsored Club 
officer training program 

* Conducted any two programs from The Successful Club Series 
and/or The Leadership Excellence Series 

See the Leadership/Distinguished Toastmaster Awards applica- 
tion (Catalog No. 1209-A) for details. ¢ 

Advanced Leader (AL) | 
To be eligible for this award, a member must have: 

* Achieved Competent Leader award 
* Served a complete term as a District officer (District Governor, 

Lieutenant Governor, Public Relations Officer, Secretary, 
Treasurer, Division Governor, Area Governor) 

* Completed the High Performance Leadership program 
* Served successfully as a Club Sponsor, Mentor, or Specialist 

See the Leadership/Distinguished Toastmaster Awards applica- 
tion (Catalog No. 1209-A) for details. 

Distinguished Toastmaster (DTM) 
To be eligible for this award, a member must have: 

¢ Achieved Advanced Toastmaster Gold award 
¢ Achieved Advanced Leader award 

Distinguished Toastmaster is the highest recognition a member 
may receive. See the Leadership/Distinguished Toastmaster 
Awards application (Catalog No. 1209-A) for details. 

  

Accredited Speaker Program 

World Headquarters.   

This program is designed specially for members who have demonstrated outstanding speaking skills in major presentations beyond the 
Club level. Fewer than 25 percent of those who apply receive the title of “Accredited Speaker.” To apply, you must have: Given 25 major 
addresses during the three years preceding your application date, demonstrated professional-level speaking skills in specified categories, 
earned the Able Toastmaster or Advanced Toastmaster Bronze award, and maintained current membership in a Toastmasters Club. 

Successful candidates must pass a rigorous two-stage judging process. The appropriate application form (1208) is available from 
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ADVANCED JTOASTMASTER AWARD APPLICATION 

  

Complete this form and send to: Member Services — Awards, Toastmasters International, P.O. Box 9052, Mission Viejo, CA 

92690, U.S.A., FAX: (949) 858-1207. Be sure to have a club officer sign the back of the form where indicated. 

ATTACH RECORDS OF ASSIGNMENTS FROM MANUALS. 

  

                      

  

  

  

  

  

Member No. Club Name & No. District 

Name Date 
PLEASE PRINT OR TYPE (AS YOU WOULD LIKE IT TO APPEAR ON CERTIFICATE) 

Address 1 
DTM APPLICANTS MUST PROVIDE A STREET ADDRESS, NOT A P.O. BOX 

Address 2 

Address 3 

City State/Province Zip/Postal Code 

Country Email Address 
  
  

Permanent Address Change? [] Yes [1 No Phone 
  

Applicants must be members at the time World Headquarters receives the application. Please check award for which you 
are applying. 

) Advanced Toastmaster Bronze (complete Section I) (] Advanced Toastmaster Silver (complete Section II) 
Y Ww 

L} Advanced Toastmaster Gold (complete Section III) 

  

|. ADVANCED TOASTMASTER BRONZE (ATM-B) 

> Received Competent Toastmaster (CTM) award Date Club/District No. 

    

» Completed two Advanced Communication and Leadership Program manuals. 
(Attach Record of Assignments from each manual.) 

Il, ADVANCED TOASTMASTER SILVER (ATM-S) 

» Received Advanced Toastmaster Bronze 
  

CLUB NO. CERTIFICATE NO. (If applicable) DATE RECEIVED 

(Or received Able Toastmaster 
  

CLUB NO. CERTIFICATE NO. DATE RECEIVED 

>» Completed two Advanced Communication and Leadership Program manuals. 

(Attach Record of Assignments from each manual. Manuals may not be those completed for any previous awards.) 

» Conducted two programs from The Better Speaker Series and/or The Successful Club Series. 
(Success/Communication, Success/Leadership, Youth Leadership Programs and The Leadership Excellence Series 
do not qualify. Programs may not be those completed for any previous awards.) 

PROGRAM NAME - DATE PRESENTED   
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    Il, ADVANCED TOASTMASTER GOLD (ATM-G) 

> Received Advanced Toastmaster Silver   
CLUB NO. CERTIFICATE NO. (lf applicable) DATE RECEIVED 

(Or received Able Toastmaster Bronze   
CLUB NO. CERTIFICATE NO. DATE RECEIVED 

> Completed two additional Advanced Communication and Leadership Program manuals. 

(Attach Record of Assignments from each manual. Manuals may not be those completed for any previous awards.) 

> Coordinated and conducted one Success/Communication, Success/Leadership, or Youth Leadership module. 

(The Better Speaker Series, The Successful Club Series and The Leadership Excellence Series do not qualify. Programs 

may not be those completed for any previous awards.) 

MODULE NAME 
DATE PRESENTED 

  

> Coached a new member with his or her first three speeches. 

NAME OF NEW MEMBER 
YEAR COACHED 

      
GA egg 

The Toastmaster whose name appears above has completed all of the requirements for this award. 

  
SIGNATURE PRINT NAME CLUB OFFICE HELD 

(MEMBERS MAY NOT SIGN THEIR OWN APPLICATION.) 

Please send a letter about my award to my employer or supervisor listed below. 

(Type or print neatly and do not abbreviate title or company name.) 

Name of Employer /Supervisor Title 

Address 1 
  

Address 2 
  

Address 3 
  

City. State / Province ZIP/Postal Code 

Country E-mail 
  

TOASTMASTERS INTERNATIONAL 
P.O. Box 9052 * Mission Viejo, California 92690 

949.858.8255 © Fax: 949.858.1207 © www.toastmasters.org 
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© The Advanced Communic 

  

TOASTMASTERS 

T Advanced Communication and Leadership Program is designed to pro- 
vide you with the necessary skills and experience to meet those challenges. 

Each manual is $4.00. Charts are also available to track your accomplishments 
and those of your fellow Club members. 

The Entertaining Speaker (226A) 
This manual includes valuable information on how to give an entertaining or 
dramatic speech, where to find material, how to make an audience laugh, and 
what to do when you're asked to speak after dinner. 

Speaking To Inform (226B) 
The projects in this manual will help you give informative and interesting speeches. 
Topics covered include the demonstration talk, the fact-finding report, the 
abstract concept and resources for informing. 

Public Relations (226C) 
This complete guide to preparing and delivering the public relations speech will 
help you develop resources and techniques, “speak under fire” and handle the 
media talk. 

The Discussion Leader (226D) 
This manual offers guidance in presenting workshop and conference presenta- 
tions. Role-playing and problem-solving sessions are also covered. This manual 
is a must for managers, trainers, teachers and administrators. 

Specialty Speeches (226E) 
Speakers must be able to speak in many situations and this manual will help. 
Types of speeches covered include impromptu speeches, sales presentations, 
introductions, inspirational speeches, and oral interpretations. 

Speeches by Management (226F) 
This manual will help you successfully handle a variety of speaking situations 
managers encounter in their work environment. Subjects covered include brief- 
ings, technical speeches, motivational talks and controntations. 

The Professional Speaker (226G) 
This manual is a complete guide to becoming a professional speaker. Subjects 
covered include speaking as a company representative and speaking for pay. 

   

  

INTERNATIONAL® 

ation and Leadership Program 
Technical Presentations (226H) 
The projects in this manual will help you prepare and present briefings, propos- 
als, technical papers and technical team preseniations. 

Persuasive Speaking (2261) 
The ability fo influence and persuade others to accept your ideas, producis, or 
services is vital. The projects in this manual are all designed to help you develop 
excellent persuasive techniques and expand your presentation skills. 

Communicating on Television (226]) 
Television presentations differ from other presentations, and they require special 
considerations. With this manual you'll learn to present editorials, appear as a 
guest on a “talk” show, conduct a press conference, and use television to train. 

Storytelling (226K) 
Everyone loves a siory. Types of stories covered in this manual include the 
folk tale, the personal story, stories with morals, the touching story, and the 
historical story. 

Interpretive Reading (2261) 
This manual will help you develop your interpretive reading skills. The projects 
include presenting stories, poetry, monodramas, plays and oratorical speeches. 

Interpersonal Communications (226M) 
Topics covered include conversing with ease, negotiating, handling criticism, 
coaching someone io improved performance, and expressing dissatisfaction 
effectively. 

Special Occasion Speeches (226N) 
Provides instruction in giving toasts, speaking in praise, “roasting” someone, 
and presenting and accepting awards. 

Humorously Speaking (2260) 
Audiences love to laugh. This manual shows you how to use humorous stories 
and jokes throughout your speech to grab and keep listeners’ attention and 
illustrate your points. You also learn how to give an entirely humorous speech. 

Advanced C&L Library Set (226Z) 
Save by purchasing all Advanced C&L Manuals. 

  

Toastmasters International, P.O. Box 9052, Mission Viejo, CA 92690 U.S.A. 
  MANUALS 

The Entertaining Speaker (226A) 
Speaking to Inform (226B) 
Public Relations (226C) 
The Discussion Leader (226D) 
Specialty Speeches (226E) 
Speeches by Management (226F) 
The Professional Speaker (226G) 
Technical Presentations (226H) 
Persuasive Speaking (2261) 
Communicating on Television (226J) 
Storytelling (226K) 
interpretive Reading (226L) 
Interpersonal Communications (226M) 

1 My check or money order for $ (U.S.) is enclosed. - 

LO Charge my 01 MasterCard O VISAC American Express 

Card No. 

Expiration Date 

  

  

Signature 
    

  

Each Advanced C & L manual is $4.00. Prices are subject to change without notice. Shipping charges will be added to your invoice. 
These materials are available only to members of Toastmasters International. California residents add 7.75% sales tax. 

PAYMENT MUST ACCOMPANY ORDER 

___ Special Occasion Speeches (226N) 
Humorously Speaking (2260) 
Advanced C&L Library Set (226Z) - $50.00 

CHARTS 
C&L Program Progress Chart - File Copy 
(227) $1.00 each 
Advanced Program Progress Chart - File Copy 
(227A) $1.00 each 
C&L Program Progress Chart - Wall Chart 
(227B) $2.50 each 
Advanced Program Progress Chart - Wall Chart 
(227C) $2.25 each 

___. Progress Chart Kit (one of each of the above) 
(227D) $5.25 each 
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