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1888-1955


Dale Carnegie was a pioneer in what is now referred to as the human potential movement. His teachings and writings have helped people all over the world become self-confident, personable, and influential individuals.


In 1912, Carnegie offered his first course in public speaking at a YMCA in New York City. As in most public speaking courses given at that time, Carnegie started the class with a theoretical lecture, but quickly noticed that the class members looked bored and restless. Something had to be done. 


Dale stopped his lecture and calmly pointed to a man in the back row and asked him to get up and give an impromptu talk about his background. When the student finished, he asked another student to speak about himself, and so on until everybody in the class had given a brief talk. With the encouragement of their classmates and guidance from Carnegie, each of them overcame their fright and gave satisfactory talks. “Without knowing what I was doing,” Carnegie later reported, “I stumbled on the best method of conquering fear.”


His course became so popular that he was asked to give it in other cities. As the years went by, he kept improving the content of the course. He learned that the students were most interested in improving their interpersonal relations. This resulted in the emphasis of the course being shifted from public speaking to getting along better with others. The talks became the means to an end rather than the end itself. 
In addition to what he learned from his students, Carnegie engaged in extensive research on the approach to life of successful men and women. He incorporated this into his classes. This led to the writing of his most famous book, How to Win Friends and Influence People.

This book became an instant bestseller, and since its publication in 1936 (and its revised edition in 1981), over twenty million copies have been sold. It has been translated into thirty-six languages. In 2002, a business magazine named How to Win Friends and Influence People the number one Business Book of the 20th Century. His book How to Stop Worrying and Start Living, written in 1948, have also sold millions of copies and has been translated into twenty-seven languages. 


Dale Carnegie courses are given in most countries, and have influenced the lives of men and women at all levels of society, from factory workers to owners and managers of businesses to leaders of governments.


Dale Carnegie died on November 1, 1955. An obituary in a Washington newspaper summed up his contribution to society: “Dale Carnegie solved none of the profound mysteries of the universe. But, perhaps, more than anyone of his generation, he helped human beings learn how to get along together, which seems sometimes to be the greatest need of all.”

1. Developing Courage and Self-Confidence

· Most students want to
i. Conquer their nervousness

ii. Be able to think on their feet

iii. Speak with self-confidence and ease before a group of any size

· This is a learned skill, not a gift.
· Experienced speakers think and talk better facing a group than in conversation with an individual. You can experience this.

· Many speakers are also beset with stage fright and self-consciousness.

· Self-consciousness will always appear, but it will disappear a few seconds after you speak.

· To get the most out of this book:

i. Have a strong and persistent desire

ii. Make an effort to present talks when and wherever possible. Speak up at business conferences, church committees, parent-teacher associations, community groups, or political meetings

iii. Prepare.

iv. Act confident and you will feel confident.
v. Practice. Fear is the result of a lack of confidence and a lack of confidence is the result of not knowing what you can do – that is caused by a lack of experience. So get a record of successful experience behind you, and your fear will vanish.

2. Self-Confidence Through Preparation

· When speakers have a real message in their head and heart – an inner urge to speak – they are almost sure to do themselves credit. A well-prepared speech is already nine-tenths delivered.
· Real preparation involves in digging something out of yourself, in assembling and arranging your own thoughts, in cherishing and nurturing your own convictions.

· A speech must grow. Select your topic well in advance of the speaking date, think about it during odd moments, brood about it , sleep on it, dream over it. Discus it with friends. Make it a topic of conversation. Ask yourself all possible questions concerning it. Put down on pieces of paper all thoughts and illustrations that come to you and keep reaching out for more. Ideas, suggestions, illustrations will come drifting to you at sundry times – when you are bathing, when you are driving downtown, when you are cooking dinner. It has been the method of almost all successful speakers.

· Complement your independent thinking with research in the library and on the Internet.

· Collect far more material than you intend to use. Assemble a hundred thoughts; discard ninety. The way to develop reserve power is to know far more than you can use, to have a full reservoir of information. 

3. How Famous Speakers Prepared Their Addresses

· Notes on a Prizewinning speech

i. It has a beginning and an ending – doesn’t dawdle, it loses no time.

ii. It has freshness and individuality – identify uniqueness of subject matter.

iii. Gives concrete and surprising illustrations to substantiate assertions.

iv. Sticks to a point until he finishes it, has done with it, and need never to return it again.

v. On the home stretch, he leaves aside cold material facts for emotional stirring.

vi. Admirable construction, but what brought it home was delivering with the same enthusiasm as the speaker had when he wrote it.

· Speech template A

i. State your facts.

ii. Argue from them.

iii. Appeal for action.

· Speech template B

i. Show something that is wrong./ Here is a situation that ought to be remedied.

ii. Show how to remedy it./ We ought to do so and so about the matter.

iii. Ask for cooperation. You ought to help for these reasons.

· Speech template C – (Chapter 15: How to Get Action)
i. Secure interested attention.
ii. Win confidence

iii. State your facts; educate people regarding the merits of your proposition

iv. Appeal to the motives that make men act

· Senator Albert J. Beveridge – The Art of Public Speaking
i. Muster all facts, including material supporting the other side, making sure they are facts and not just assumptions and assertions.

ii. Having marshaled the facts, think out for yourself the solution those facts compel.

iii. Theodore Roosevelt did the same. But additionally, once he wrote a speech he used critics to be told how to say it, not what to say.

iv. Sir Oliver Lodge, early 20c physicist and philosopher, dictated talks as an excellent means of preparation and practice.

v. Ronald Reagan videotaped himself to observe his demeanor and body language.

· Woodrow Wilson
i. Starts with a list of topics he wants to cover, arranging them in his mind to their natural relations.
· Benjamin Franklin
i. Took a magazine as an example of model writing, tried to reproduce by memory the sentiment of each sentence as fully as it had been expressed before in any suitable words that should come to hand. Eventually he identified a stock of words for use under the constant necessity of searching for variety.

· General Ulysses S. Grant at the Appomattox, writing the terms of surrender:

i. “When I put my pen to paper, I did not know the first word I should make use of in writing the terms. I only knew what was in my mind, and I wished to express it clearly, so there could be no mistaking it.”

· Shall I Use Notes? 

i. Lincoln never made any address or even informal talk unless he had carefully put it all down in writing beforehand. But when speaking, he never used notes.

ii. Make notes during the preparation. Store them in your pocket for extreme emergency. 

iii. If you must use notes, make them extremely brief and write them in large letters on an ample sheet of paper. But it is acceptable to use them if the alternative is chaos.
· Do not memorize verbatim.

· Play Solitaire with your Notes – Subdivide them to represent your main points. Then, throw out the chaff until there is nothing but number one wheat left.
4. The Improvement of Memory

· Carnegie’s picture-number mnemonic for ordered lists of up to twenty

1. Run (e.g. racehorse)

2. Zoo (e.g. cage in zoo)

3. Tree (e.g. lying on top of tree)

4. Door or wild boar

5. Bee hive

6. Sick (or Red Cross nurse)

7. Heaven (angels playing on harps)

8. Gate

9. Wine (the bottle has fallen over and wine is streaming all over something. Action makes things stick)

10. Den of wild animals in a rocky cave in the deep woods.

11. A football eleven rushing around a field, carrying the object.
12. Shelve – shoving something back on a shelf

13. Hurting – blood spurting out of  a wound over the 13th object

14. Courting – a couple are sitting on something and making love

15. Lifting – a strong man is lifting something high above his head.

16. Licking - a fistfight

17. Leavening – a baker is kneading dough and into the dough you place the 17th objet

18. Waiting – a woman standing at a fork in the road waiting for someone

19. Pining – a woman is weeping, tears falling on object 19

20. Horn of Plenty – a cornucopia.

· Get a deep impression of what you want to remember

i. Concentrate

ii. Observe closely, get an accurate impression

iii. Get your impressions through as many of your senses as possible

iv. Be sure to get eye impressions, they tick.

· Repetition of the thing – go over it once or twice, then drop it, come back later and go over it again.
· Association – e.g. musical scale for doremifasolatido.
· How to remember names – how is it spelled? Try to associate with facial features, or job desc.

· How to remember dates – associate it with something important to you i.e. 12 years after Independence.

· How to remember points of your speech – outside stimulus, and by association with something already in the mind 

5. Keeping the Audience Awake

· Every time you speak you determine the attitude of the audience toward what you say.

· The speaker who tries to be very serious or very witty may easily fail, but the speaker who appeals to his audience with real conviction never fails.

· Most people lack this enthusiasm, despite its importance.

· The essence of a good speech is that the speaker really has something he or she really wants to say.

· Impress the real importance of your facts into your mind.

· We want you not only to give us the facts but to reveal your attitude toward those facts.

· Act enthusiastic to feel enthusiastic. Stand tall, look straight at your audience, use emphatic gestures, open your mouth and speak so you can be heard.

· Don’t weaken your speech with “weasel” words such as “in my humble opinion.”
· Love your audience.

· Tailor the words you use to the level of understanding your audience possesses.

6. Essential Elements in Successful Speaking

· We never learn anything by means of gradual improvement. We advance by sudden jerks and starts. Some people get discouraged and abandon at the plateau.
· The people who have succeeded in learning to speak in public have not been, as a rule, people of extraordinary ability. But they were endowed with persistence and dogged determination.

· If you get discouraged, try Theodore Roosevelt’s plan of looking at Lincoln’s picture and asking yourself what he would have done under similar circumstances.

· Chaplain’s formular for success: Grace, gumption, grit and guts. 

7. The Secret of Good Delivery

· Many speakers ignore their hearers, stare over their heads, or at the floor. That would kill a conversation, more so a speech.

· Good delivery is conversational tone and directness enlarged.

· Everyone has the ability to deliver a talk.

· Talk to your hearers as if you expected them to stand up in a moment and talk back to you. Say aloud, “You ask how do I know this? I’ll tell you.” It will warm and humanize the manner of your speaking.

· We do these in conversation but not when speaking:

i. Stress important words in a sentence and subordinate the unimportant ones.

ii. Pitch of your voice flow up and down and back again.

iii. Vary your rate of speaking, running rapidly over the unimportant words, spending more time on the ones you wish to stand out.

iv. Pause before and after your important ideas.

8. Platform Presence and Personality

· Personality has more to do with success in life than has superior knowledge. But it is such an intangible, elusive, mysterious thing that it is almost impossible to give directions for developing it.

· Don’t speak when you are tired. Rest, recuperate, store up a reserve of energy.

· Eat sparingly before you speak.

· Do nothing to dull your energy. It is magnetic. People cluster around the energetic speaker like wild geese around a field of autumn wheat.

· Dress neatly, attractively. The consciousness of being well-dressed heightens one’ self-respect and increases self-confidence.

· Smile, appear that you’re glad to be there. Before you speak, you may be condemned or approved.

· Crowd your audience together. No group is easily influenced when it is scattered. An individual, as a member of a compact audience, will laugh at, applaud, and approve things that he might question and oppose if he were addressed singly or if he were one of a group scattered through a large room.

· For a small group, pack them into a small room, don’t stand on a platform.

· Keep the air fresh.

· Flood the place, and your face, with light.

· Don’t stand behind furniture, and clear away all clutter on a platform.

· Try not to have distracting guests on the platform.

· Stand still – movements give an impression of weakness. Every movement that does not add to your presence detracts from it.

· Let your hands fall easily at your sides. This is the ideal, but them animate themselves as led by what you are saying.

· Don’t try to get your gestures out of a book. Get them out of your impulses. Let yourself go. Spontaneity and life and abandon are the indispensable requisites of gesture, not studied grace and an obedience to rules.
· Gestures: do not repeat one movement until it becomes monotonous, do not make short jerky movements form the elbow. Above all, hold your gestures, continue them until the climax of your movement coincides with the climax of your thought.
9. How to Open a Talk

· The opening of a talk is difficult, but too important to be left to chance.

· The introduction should be one or two sentences, and can even be dispensed with altogether. Wade right into the heart of your subject with the smallest possible number of words.  Don’t make it too formal, make it appear casual – refer to something that just happened or that has just been said.
· Novices are prone to begin either with attempting to tell a humorous story or by making an apology. Both of these are usually bad. Very few people can relate a humorous anecdote successfully, and a failure usually embarrasses the audience instead of entertaining them. Stories should be relevant, not just dragged in. Never apologize; it is an insult to your audience; it bores them. Drive right into what you have to say, say it quickly, and sit down.
· Winning attention:
i. Arousing curiosity (story of Dickens’ Christmas Carol)

ii. Relating a human interest story (Acres of Diamonds anecdote)

iii. Beginning with a specific illustration (see Chapter 5 and 7)

iv. Using an exhibit (illustration: coupon that entitled the recipient to a free boat ride and meal)

v. Asking a question

vi. Opening with a striking quotation by someone famous

vii. Showing how the topic affects the vital interest of the audience (Here’s how long actuaries expect you to live…)

viii. Starting with shocking facts (“worst criminals in the world…”)

10. Capturing Your Audience at Once

· Begin on common ground. Get everyone agreeing at the outset.

· Don’t state your case so that people will be saying “no, no” at the start. When a person once says “no” his pride demands that he stick to it.

· Do not begin by saying that you are going to prove so and so. Raise some pertinent question and then let them go with you in hunt for an answer.

· The most famous speech that Shakespeare ever wrote was Mark Antony’s funeral oration over Caesar. It is the classic example of supreme tact. The Roman populace is friendly to the assassins. Note how adroitly Antony turns this into a fury of hate. Note that he does it without arguing. He presents the facts, and lets them form their own opinions.

11. How to Close a Talk

· What is said last is likely to be remembered longest.

· Do not end with “That’s all so I’ll stop”. Stop, but don’t talk about stopping.

· Plan your ending carefully. Rehearse, know almost word for word how you are going to close. Don’t leave your talk rough and broken like a jagged rock.

· Ways of closing

i. Summarize, restate, outline briefly the main points you have covered

ii. Appeal for action

iii. Pay the audience a sincere compliment

iv. Quote a fitting verse of poetry

v. Build up a climax

· Get a good ending and a good beginning, get them close together, and stop before your audience wants you to.

· Be prepared to answer questions from the audience. If possible, screen the questions on cards. If questions are asked from the floor, repeat the question before answering it.

12. How to Make Your Meaning Clear

· To be clear is highly important and often very difficult.

· Avoid technical terms when addressing a lay audience. Follow Lincoln’s plan of putting your ideas into language plain enough for any boy to comprehend.

· Be sure that the thing you wish to speak about is first as clear as noonday sunshine in your own mind.

· Appeal to the sense of sight – use exhibits, pictures, illustrations when possible, and be definite if you can. Follow abstract statements with cases and instances.

· Restate your big ideas, but don’t use the same phrases twice. Vary the sentences, but reiterate the idea without letting your hearers detect it.

· Do not strive to cover too many points, and close with a brief summary of your points.

13. How to Be Impressive and Convincing

· “Every idea, concept, or conclusion that enters the mind is held as true unless hindered by some contradictory idea.” Our problem then, when the purpose of our talk is impressiveness and conviction, is twofold: first, to set forth our own ideas; second, to prevent opposing ideas from arising to render them null and void. Here are eight suggestions that will aid in achieving that consummation.
i. Convince yourself before you attempt to convince others. Speak with contagious enthusiasm.
ii. Show how the thing you want people to accept is very similar to something they already believe.

iii. Restate your ideas. When restating figures, illustrate them.

iv. Use general illustrations.

v. Use specific instances, cite concrete cases.

vi. Use the principle of cumulation. “Experience upon experience must be piled up until the very weight imbeds the thought deep in the tissues of the brain.”

vii. Use graphic comparisons. Ear impressions are easily obliterated. Visual impressions stick like an embedded cannon ball.

viii. Back up your statements with unprejudiced authority. Quote a well-known person, local person, or someone qualified to speak on the subject.

14. How to Interest Your Audience

· We are interested in extraordinary facts about ordinary things, less so ordinary facts about extraordinary things.
· Our chief interest is ourselves.

· The person who leads others to talk about themselves and their interests and listens intently will generally be considered a good conversationalist, even though he does very little talking.

· Glorified gossip, stories of people, will almost always win and hold attention. The speaker ought to make only a few points and to illustrate them with human interest stories.

· Do not merely say that Martin Luther was “stubborn but intractable” as a boy. Announce that with the assertion that his teachers flogged him as often as “fifteen times in a forenoon.”

· Sprinkle your talks with phrases that create pictures, with words that set images floating before your eyes.

· If possible use balanced sentences and contrasting ideas.

· Interest in contagious, the audience is sure to catch it if the speaker has a bad case of it.

15. How to Get Action

· Win their confidence by deserving it – by your sincerity, by being properly introduced, by being qualified to speak on your subject, by telling the things that your experience has taught you.
· State your facts, educate your audience regarding the merits of your proposal, and answer their objections.

· Appeal to the motives that make people act: the desire for gain, self-protection, pride, pleasures, sentiments, affections, and religious ideals, such as justice, mercy, forgiveness, love.

· These methods also help not just in speaking but in the writing of sales letters, constructing advertisements, and in managing households and interpersonal relationships.

16. Improving Your Diction

· We are evaluated and classified by four things: by what we do, by how we look, by what we say, and by how we say it.
· Lincoln’s Gettysburg address.

· Skim through newspapers in half the time, reduce number of hours you waste in television, read some enduring book like the Bible and Shakespeare.

· Study the derivation of the words you use. Their histories are not dull and dry; often they are replete with romance. Don’t use clichés. 

· Problems people have

i. Mumbling – speaking with your mouth closed. 
ii. Speaking too fast – upper speed limit while taping your speeches is 150 wpm.

iii. Speaking too slow – upper speed limit while taping your speeches is 120 wpm, except when emphasizing a point.
iv. Mispronouncing words
v. Avoid word whiskers – “er”, “uhh”, “y’know”

vi. Speaking in a monotone.

17. Appendix

18. Acres of Diamonds by Russell H. Conwell

· No other lecture has ever been delivered as often by its author as “Acres of Diamonds”. If one were to deliver the same lecture each night of the year for fifteen years, he would not at the end of that time have equaled Dr. Conwell’s record. The noted Philadelphian preached his AoD philosophy more than five thousand seven hundred times. If the proceeds from this lecture had been put out at compound interest, the sum would aggregate more than eight million dollars. With the profits from his various lectures, this man  who in his youth waged such a bitter struggle to get an education, helped more than three thousand men through college.

19. A Message to Garcia by Elbert Hubbard

· This is not a speech. It originally appeared as an article in the March 1899 Philistine Magazine. It is given here because it is representative of the messages popular in the business world.

· About a million and a half copies of this article were distributed by the New York Central Railroad. It has been translated into all written languages.

· During the war between Russia and Japan, every Russian soldier who went to the front was given a copy of the “Message to Garcia”.

· The Japanese, finding the booklets in possession of the Russian prisoners, concluded that it must be a good thing, and accordingly translated it into Japanese.

· And on an order of the Mikado, a copy was given to every man  in the employ of the Japanese government, soldier or civilian.

· Over forty million copies of “A Message to Garcia” have been printed. This is said to be a larger circulation than any other literary venture has ever attained during the lifetime of the author, in all of history.
20. As a Man Thinketh, by James Allen
· This little essay is exercising a commanding influence in many lives today. 

· Read it, not hastily, but thoughtfully and often.

· You will find in it not a single reference to speaking, but you will discover much that has to do with building the prime requisites of a successful speaker: an abiding self-confidence and sincerity and personality.

· All effective speaking, and real leadership of men issues from effective thinking.

21. Voice Exercises and Other Tips – the three fundamental principles of god tone are breath control, relaxation, and resonance
I. Correct Breathing – Use Diaphragmatic Breathing – Lie flat on your back and breathe deeply. Feel the diaphragm flattening and pushing out, and the balloonlike lungs pushing out the floating ribs. Practice for five minutes each night before bed and for five minutes upon awakening.

II. Correct Breathing – Carry the neck high – (lift the chest to its proper position) Stand with your weight on the balls of your feet. Put one hand on the top of your head. Without lifting your heels from the floor, try to shove your hand off your head. Try to do it not with your arm muscles, but by standing as tall as possible. Don’t raise your shoulders. Without lowering the chest, exhale.
III. Relaxation – Learn to relax your whole body. Probably more voices are ruined by strain than through any other cause. 
IV. Relaxing the throat – tension causes speakers to burn out. The Italian singer has no throat.  Think of a yawn. As you take the breath, and the moment before the yawn breaks, your throat is open and relaxed. Say a musical sentence like “Lovely Lolita drifting along in the moonlight over the murmuring lagoon.” Relax your chest too, but hold it high and let it ride on the air pressure in the middle of your body.
V. Breath Control – Sing “ah” while exhaling from a deep breath. Control the escape of the breath without the tightening of the throat.
VI. Using the Tip of the tongue – the muscles at the back are connected to the larynx, so using that part of the tongue causes unnecessary tension and constriction. Trill your R’s.

VII. Bright and Attractive Tones – Exercises

i. Develop nasal resonance – Pitch words like “Singing” and “Clinging” in the nose, dwelling on the “ng” sounds for two or three seconds

ii. Practicing the falsetto voice develops a bright quality in our ordinary speaking tones. The happiness tones, the tones of cheerfulness and sunshine, are always welcome, always attractive.
iii. Joy of talking – feel that joy and let it ring and sing through your tones.

VIII. Review
i. Relax the jaw, let it fall open. Take in and let out very short breaths through the mouth and increase their rapidity. Panting sound should come from the breath against the hard palate of the mouth, not from a narrow constricted throat. Breath from diaphragm.
ii. Relax, drink in a deep breath of air, control its release – empty your lungs o slowly that the flame of the candle will not flicker in the slightest even though it is held quite close to the mouth. Try three or four times, then blow out the candle with one violent gust of diaphragm air.

iii. Hamlet’s advice to the players.

IX. Relaxing the Jaw: Drop the head until the chin is touching your skin. Raise all the head except the lower jaw. 

X. Flexibilty of the Lips: As you say “no man”, round and protrude your lips. As you say man, raw them back as far as possible, into a broad grin.

XI. Developing Resonance: Humming, humming into your nose, and on to your lips.
XII. Developing Resonance: Head resonance and nasal resonance. Distinguish between nasal resonance and nasal “twang” – (what you sound like when you pinch your nose)
i. Hiss and then suddenly stop the lips without stopping the flow of breath

ii. Repeat mean and mine without stopping the stream of resonance in the nasal cavities.

XIII. Nasal Resonance – “ng” ringing

XIV. How to Be Heard at a Distance
i. Do not gaze at the floor

ii. Breath – have reserves, to launch your words like a catapault.

iii. Relax the throat, lips and jaw

iv. Create sound waves that carry.

v. Sound your vowels distinctly

vi. Pitch of your voice should vary, flowing up and down spontaneously as you speak.

vii. Volume, not loudness. Put your soul into your talk. It is not emptiness that carries, it is richness.

XV. Speaking More Distinctly – one man out of every seven who sought to become officers in our army during the war was refused a commission because of “poor articulation, lack of voice and imperfect enunciation.” NYT. Just watch the consonants.
XVI. Review
i. The Vagabond by Robert Louis Stevenson

ii. Tune of Long, Long Trail

iii. The First of September by Savile Clark

