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E;(Jecutives who testify should give a high
riority to learning the essential skills. If
testimony is important enough to be deliv-
ered, it should be delivered with style—
with IMPACT.

Testifying with Impact is an authoritative
summary of the do’s and don't’s of effectively
delivering testimony. It's “must” reading for
association executives, business executives,
counsel—in short, all people who might be
called upon to testify on behalf of their or-
ganizations at all levels of government. It's
also helpful to anyone who might have the
opportunity to testify, whether before a
congressional committee or the local school
board.

We are indebted to Arch Lustberg, di-
rector of media education at the U.S. Cham-
ber, for writing this important book.

Testifying with Impact is a useful guide
and valuable reference. We urge you to read
it, use it and bring it to the attention of your
staff and colleagues.

Hugh McCahey
Manager
Association Department






You probably consider testifying as a time-
consuming, often dull exercise that's only a
small, insignificant part of your professional re-
sponsibilities. This attitude is undoubtedly re-
flected in the lack of enthusiasm with which you
testify or prepare others to testify at local, state
and federal legislative or regulatory hearings. You
should actually give a higher priority to learning
how to effectively deliver testimony. You should
consider it a unique opportunity to grab the at-
tention of your audience and create the opportu-
nity to inform and persuade.

Only a few years ago, the words “to tes-
tify” probably would have reminded

you of a drama-charged courtroom with a
cowering witness undergoing the relentless
questioning of the shrewd, self-assured law-
yer, Perry Mason.

Today it’s far more likely that you think
of testifying as an appearance before a panel
of government officials where you state the
position of your association on proposed
legislation or regulations. For you, as for
thousands of Americans, testifying has be-
come part of your job.

In fact, it’s quite possible that testifying
has become commonplace for you, to the ex-
tent that you're no longer making the most
of those opportunities to sway listeners to
your point of view. It happens all too fre-
quently that people deliver testimony in a
way that makes it quite clear they’re simply
fulfilling another of the many responsibili-
ties of their job.

What a difference it makes when testi-
mony is delivered in the hope that a certain
point of view will prevail! When such an at-
titude is adopted, anyone who delivers testi-
mony will be on the right track toward
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achieving the two-fold objective of testify-
ing: to inform and to persuade.

Some members of almost any govern-
ment panel will have their minds firmly
made up before hearings are scheduled. Tes-
timony will possibly inform them but it prob-
ably won't persuade them.

But there are other panel members—
and usually other listeners—who feel they
should consider all arguments before reach-
ing a decision or who have “gut reactions”
that the force of a strong argument can alter.
You can inform and persuade these people
with your testimony.

Generally speaking, persuasion re-
quires an appeal not only to listeners’ logic
but also to their emotions. Often the heav-
ier emphasis is on the emotional appeal.
People are persuaded to crave things which
they really don’t need. They learn to want
them even though they don’t need them.

Throughout history, the great persuad-
ers have become the rich, the powerful, the
successful. Think how many great leaders
the world may have missed because certain
great minds communicated with written
words that appealed primarily to logic
rather than to emotion. The fact that they
didn’t talk their messages is not an indica-
tion that their messages weren’t brilliant.
Aristotle, Shakespeare, Shaw, Kirkegaard,
Voltaire, Dante, and St. Thomas Aquinas
were all men of indisputable intellectual
and literary brilliance. But the persuaders
were Jesus, Moses, Napoleon, Caesar,
Alexander, Hitler, and Roosevelt. They be-
came leaders because they were exception-
ally effective in communicating their ideas to
the people who heard them speak. They often
appealed to logic—but always to emotion.

In the theatre world, some actors are so
magnificent they can read the telephone di-
rectory and move the audience to laughter



or to tears. That’s considered the ultimate
compliment. On the other hand, it’s all too
possible for poor actors to make a brilliant
play seem as dull as the telephone direc-
tory. The same is true of witnesses deliver-
ing testimony. What you have to say is im-
portant, but how well you say it is even
more important.

This booklet will cover the how to’s of
delivering testimony—to make you the
most effective communicator you can be,
whether you're testifying at the local, state,
or federal level or whether you're testifying
before legislators, regulators, or a board of
inquiry.

By learning and abiding by these do’s and
don’t’s, you'll gradually overcome any ap-
prehension you have about delivering testi-
mony. Testifying will no longer be an or-
deal of reading words that appear on the
paper in front of you. Instead, you'll begin
to think of it as a valuable opportunity to
communicate thoughts, ideas, and knowl-
edge.

That’s the concept this booklet will
stress: testifying is not merely reading words,
it's communicating ideas.

Let’s go back to the scene that’s re-
placed your old “Perry Mason” notion of
testifying and be more specific about it. It's
likely you imagine a top-level executive
who puts on his half-bifocals, gazes down
at his prepared text, and drones through
pages of testimony composed by a public
relations aide and quickly glanced at by the
executive on his way to the hearing. The
committee he’s facing has just heard three
other monotone recitations and is going to
have to sit through three more before the
session is over. It's no wonder, then, that
one member is reading the morning paper,
another is assiduously studying his recently
chipped thumbnail, and a third has cupped



his hand to one side of his mouth so he can
tell an assistant what he wants for lunch.
As you read on, keep this image in mind—
and resolve to destroy it every time you're
at the witness table.

The author demon-
strates how a dull
presentation of testi-
mony can stand in
the way of effective
communication.

Today, very few local, state or federal
bills or regulations are enacted without
hearings. But very few of the people who
speak at those hearings have learned the
skills of effectively delivering testimony. So
the person who speaks his piece clearly and
confidently—who’s energetic, pleasant,
and sincere, and who delivers his ideas
with IMPACT—has a tremendous advan-
tage over the word readers. He or sheis a
communicator, someone who's grabbed the
attention of listeners and created the oppor-
tunity to inform and persuade them.

This booklet was written to help you
become that person.
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How can you testify with such impact that
you're assured of informing and persuading your
listeners? You must first master the basics of
breathing and relaxation. The importance of mas-
tering these basics can’t be overemphasized. The
uncomfortable, tense, frightened speaker is as-
sured of losing the attention of his audience. On
the other hand, the relaxed, self-assured speaker
has an excellent chance of informing and persuad-
ing his listeners.

e 1977 best-seller, The Book of Lists, in-
cludes a category called “The Fourteen
Worst Human Fears.” The number one fear:
speaking before a group. It’s hard to believe,
but more people have a greater fear of public
speaking than of death, job loss, killer insect

bites . . . you name it.

The strongest enemy of good commu-
nication is fear. Call it nervousness, tension,
pressure, self-consciousness, whatever you
want. It's your foe.

The next strongest enemy of good com-
munication is lack of skill. But before you de-
velop the skills, you need to develop a sense
of well-being that will conquer your fear.

The only people who've completely
conquered fear are those who've been suc-
cessfully speaking in public on a regular ba-
sis. Even then, certain unusual situations
frequently arise that lead to panic. Think of
the actor winning an Oscar. His profession
calls for him to be in front of people all the
time. He suddenly hears the words, “The
envelope, please.” He hears his name called.
He dissolves into unintelligibility, trembling,
sweating, stammering. He gives off all kinds
of distress signals. If it can happen to an ac-
tor in Hollywood, it can certainly happen at
a government hearing.
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Those of us who've attended a lot of
civic hearings for zoning variances, sanita-
tion services, tenant/landlord clashes,
school budgets and the like, or state legisla-
ture hearings, or federal congressional and
regulatory hearings, are used to seeing the
prototype of the harried Oscar-winner. We
see a person who looks unhappy to be
where he is—a person who's concerned, un-
loved and unwanted. He’s sweating from
every pore, clearing his throat, wetting his
lips with a darting, snake-like tongue, wish-
ing he were anywhere else in the world. He
talks in a monotone of dread with bursts of
words spurting out in staccato, machine-
gun fashion. If it were possible to have a
frown in the voice, he most certainly would.
Unfortunately, his discomfort is contagious.
The listener prays, “Dear Lord, help this
poor, unfortunate wretch and deliver me
from this boredom.” Then he turns off his
attention button.

How do you conquer the flustered
speech and poor impression created by ten-
sion? How do you gain the confidence to
smile at your listeners, to delight them—
not with suave, slick delivery but with an
easy, comfortable, conversational manner?
The late Vince Lombardi created a dynasty
of successful football teams by teaching and
stressing—and restressing—the basics:
blocking and tackling. Good oral communi-
cation also stresses the basics: breathing
and relaxation. You can’t be relaxed if you
breathe incorrectly. You can’t breathe cor-
rectly if you're tense.

So, the first step in effective communi-
cation—the foremost step in conquering
tension—is proper breathing. The well-
trained professional athlete, stage actor, op-
era singer or musician demonstrates proper
breathing techniques under stress and
bears watching. If the method is correct,



The author demon-
strates expressions
that turn off a per-
son’s attention but-
ton: dread, uncer-
tainty, discomfort.

you won’t notice the breathing. If it's
wrong, you'll see the shoulders and upper
chest move.

The best way to discover the correct
breathing method is to lie down, close your
eyes, place your fingers just under your rib
cage (two to three inches above the navel),
and concentrate on the rhythmic move-
ment. On inhalation, the muscle under the
fingers moves out. On exhalation, the mus-
cle moves back in. The difficult part of this
rhythm is that we’ve thought and been
taught that inhalation means the muscle

11
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moves inward and that exhalation means
the muscle moves outward.

The diaphragm is the muscle located
just under the lungs. When the diaphragm
flattens, it creates a greater space in which
the lungs can fill. When the diaphragm re-
turns, air is literally pushed out of the
lungs.

Military and posture training have
often resulted in poor breathing habits.
We're told: “Head up, chin high, chest out,
stomach in. Don’t move that stomach!”

Breathing often becomes hindered by
the effort to “hold in”” the stomach. The dia-
phragm is not allowed to move out to make
a correct rhythm. So much posture and mil-
itary training have actually hurt our notion
of correct breathing.

Once again, the key is to place the fin-
gers just under the rib cage and force the
fingers out—away from the body on the in-
halation. The fingers should move back to-
ward the body on the exhalation. Practice
this rhythm. If you use the telephone a lot,
a good time to continue this practice is
when the cradle is in one hand at your ear.
The fingers of the free hand should be
placed under the rib cage. The movement
should be controlled and noted.

If you've been doing it wrong for years,
you can'’t correct it overnight. It requires ef-
fort—conscious effort. But the rewards are
great. Proper breathing creates an almost
instant feeling of well-being. You'll find
you can immediately banish tension and
stress as you're driving in very heavy, irri-
tating traffic. The idiot ahead has just
changed lanes and cut in front of you. Only
a very fast reaction on your part avoided a
collision. Take a few conscious, correct,
deep breaths and notice how much better
you feel. When you're livid with anger over
some unnecessary stupidity at the office,
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try a few breaths and “watch” yourself re-
lax, unwind.

The well-trained, well-coached athlete
will do the same thing. Imagine: The bas-
ketball game is officially over. The tying
goal was scored as the buzzer sounded. The
player was fouled in the act of shooting. He
must make one foul shot to win the game.
The official tosses him the ball. He bounces
it and “jiggles”” every muscle in his body.
He is all motion as he unwinds physically.
He sets himself and takes a deep, impercep-
tible breath to unwind psychologically—to
create calm. Then, he shoots. If you see his
shoulders heave, he’s breathing incorrectly.

Notice how many television newscast-
ers, weather forecasters and sportscasters
breathe incorrectly. You often see and hear
their inhalations. You shouldn’t notice the big
breath anywhere above the rib cage. Good ath-
letic coaches and good speech teachers will
never ignore this step. In fact, the earlier it
comes in the training, the faster the im-
provement and progress.

The second step in the war against ten-
sion is to learn relaxation. Breathing exer-
cises certainly are a strong first step toward
overcoming fear. Certain tension, stress or
panic reducers are also invaluable in gain-
ing a feeling of total confidence. The best
way to relieve tension under pressure is to
tighten the muscles, then relax them. We
often succumb to tension because we're un-
aware of it. We know we’re nervous, but
we don’t realize how much the muscles—
especially of the head, neck and upper
torso—have tightened.

The best, most complete exercise for re-
ducing pressure is to stand and tense the
toes. Drill them into the floor through the
soles of your shoes. Tighten the calves.
Move the tension up the thighs into the
hips. Don't let up. Now tense your fingers.
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Then tense your forearms. Move the tight-
ness up the arms into the chest and down
into the stomach. Don’t let up. Tighten the
muscles of the head and neck. Your body
should be shaking from tension as you raise
your arms over your head and stretch as far
as you can. Now, relax. Drop the arms.
Loosen all those muscles you've just sub-
jected to extreme tension. Feel the surge of
well-being that overtakes the entire body.
The blood seems to flow naturally again to
all parts of the body. The whole process
should take under ten seconds. In that
time, you'll know nearly complete tension
followed by nearly complete relaxation—all
of it superimposed and controlled by you.
Since you can’t stand up and perform
this exercise at a hearing, you should take
any part of it and inconspicuously tighten
and loosen the facial muscles while waiting
to testify. You can even make yourself
aware, while on the platform, that a tight-
ness has attacked your head and neck mus-
cles (the most common form of speech-
making tension). By becoming aware of the
tension, you can make these muscles relax.
A good way for you to achieve control
is to practice tensing and relaxing your neck
and head muscles. You can do this by
drawing the neck taut until you can feel
your vertical muscle and vein lines. Purse
the lips and draw the jaw as tight as possi-
ble while clenching the teeth. Tighten the
forehead until your eyes are barely open.
Your entire head should be shaking. Now
relax. This is the feeling you want to be able
to recreate when nervousness, self-con-
sciousness and fear seem to be turning into
panic. You can control it. And if you do,
your voice will be clear instead of wavering.
Your saliva will flow more normally. You
won't need to wet your lips incessantly as
you talk. You'll experience a feeling of well-
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The author demon-
strates three practice
steps for tensing and
relaxing: l. Draw the
neck taut. 2. Purse
the lips and draw the
jaw tight while
clenching your teeth.
3. Tighten your fore-
head until your eyes
barely open.

being and control under pressure that you
may never have felt before.
The combination of breathing and re-

laxation exercises is the best basic training
experience for anyone about to face a ten-

sion-producing situation. For people who
truly dread the experience of speaking in
front of a group, the practice is invaluable.
We all know people who've refused to
speak at a school board hearing because of
fear. They're intelligent people who have
strong views about the education of their
children and the other children in the com-
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munity. Yet, fear keeps their potentially
persuasive views from being spoken. It
shouldn’t happen. It certainly doesn’t have
to happen. Nonetheless, it most definitely
does happen.

Most executives don’t suffer to the
same degree. But any evidence of fear does
get in the way of good communication.

So, breathing and relaxation are the
basics of oral communication, and they de-
serve to be worked on even by those of us
who consider ourselves reasonably good
communicators.

Remember, the trained opera singer
practices breathing and relaxation as assid-
uously as scales. They are the basics. With-
out them, the singer is less certain to hit the
right note. The actor awaiting a cue in the
wings will probably be concentrating on
breathing and relaxation exercises. The ath-
lete, as we mentioned earlier, does his exer-
cises in front of the thousands in the grand-
stands and the millions on television. It
really works.
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After you master the proper breathing and
relaxation techniques, you should tailor the text,
delivery, and style of your testimony to fit your
own personality. It should be simple, crisp, sharp,
conversational and natural. The end result
should be like a conversation between you and
someone you like very much.

Here are some ideas for you to consider so
you'll give legislators and their staffs
what they want when you testify:

First: Simplify the Text

ke the writer’s language and convert it

into your own. Use easy-to-understand
words. Spiro Agnew’s writers made him a
laughing stock by using such words as obfus-
cation and effete. These and a host of other
words and phrases fell poorly on the ear.
Spoken transcript often makes rotten litera-
ture, and fine literary prose frequently
sounds terrible when spoken.

Consider John F. Kennedy’s inaugural
address. It contained some truly lofty and
brilliant prose that proved moving and emo-
tionally stirring to millions of Americans.
But it’s almost impossible for the average
person to read aloud. Consider:

Let the word go forth from this time and
place, to friend and foe alike, that the torch

has been passed to a new generation of
Americans, born in this century, tempered
by war, disciplined by a hard and bitter
peace, proud of our ancient heritage, and un-
willing to witness or permit the slow undo-
ing of those human rights to which this na-
tion has always been committed, and to
which we are committed today at home and
around the world.
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That's one sentence containing 80 words
and seven commas. It’s certainly not written
in a style you would consider for testifying.
It was designed for an inaugural address
and for posterity.

From the same speech, another exam-
ple of good literature but poor speechmak-
ing—for anyone but the President—is this
sentence: '

Now the trumpet summons us again—not
as a call to bear arms, though arms we need;
not as a call to battle, though embattled we
are; but a call to bear the burden of a long
twilight struggle, year in and year out, re-
joicing in hope, patient in tribulation, a
struggle against the common enemies of
man: tyranny, poverty, disease and war it-
self.

That’s 64 words, one dash, eight com-
mas, two semi-colons and one colon.

Such rhetoric as “though arms we need”
and “though embattled we are” just won't work
for you and the average person when testify-
ing before a committee. It doesn’t work for
most politicians either. Most of them haven't
learned that lesson yet even though voters
today seem to elect people who have mas-
tered the technique of talking to their audi-
ence as opposed to making a speech.

A speech with simple language is easier
to comprehend. The audience that stops to
think about definitions, syntax and meta-
phorical imagery loses the next thought.
(I'm not suggesting that a good speaker
can’t draw mental pictures. I am suggesting
that these mental pictures must communi-
cate instantly, or else you should make a rea-
sonable pause to allow the digestion of the
thought.)

Remove the jargon. Talk honest-to-good-
ness, understandable English. Govern-
mentese, legalese, alphabetese, acronyms,
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catch words, and insider language (terms of
the trade) should be totally eliminated from
your text. I'll never forget a conversation I
had with an army sergeant. When I asked
him what his job was, he told me “I'm the
N.C.O.L.C. for P.1.O. and I. and E. for the
M.D.W.” When later translated into En-
glish, I found out he was the Non-Commis-
sioned Officer in Charge of Public Informa-
tion, Troop Information & Education for the
Military District of Washington.

Another example of how not to com-
municate is in the typical government bulle-
tin style. Try this Internal Revenue Code in-
formation. It sounds like a comedian’s
parody, but it’s the real thing:

For purposes of subsection (a)(1), a corpora-
tion shall not be considered to be a collapsi-
ble corporation with respect to any sale or
exchange of stock of the corporation by a
shareholder . . . if the shareholder owns
more than 20 percent in value of the out-
standing stock of the corporation and owns,
or at any time during the preceding 3-year
period owned, more than 20 percent in
value of the outstanding stock of any other
corporation more than 70 percent in value
of the assets of which are, or were at any
time during which such shareholder owned
during such 3-year period more than 20
percent in value of the outstanding stock.
.. . This paragraph shall not apply to any
sale or exchange of stock to the issuing cor-
poration or, in the case of a shareholder who
owns more than 20 percent in value of the
outstanding stock of the corporation, to any
sale or exchange of stock by such share-
holder to any person related to him (within
the meaning of paragraph (8)).

Wow! Over half the material was de-
leted by our editors, and it’s still an endless
mass of unintelligible words and phrases. If
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you skimmed or skipped it, no one would
blame you. Not one simple, clear statement
is made. And, incredibly, the bulk of it is
one sentence.

Another point worthy of noting here is
that nothing turns an audience off quite so
quickly as use of pedantic, professional-
sounding—but meaningless—terminology.
Words like parameters, interface, arcane and
replicate have become commonplace among
jargon-spouting semantic dilettantes (that’s
the pot calling the kettle black) who intend
to impress—but bore instead.

Use contractions. The apostrophe is one
of the talker’s best friends. Don’t, can’t, let's,
we'll, isn’t, we're, and most other contrac-
tions fall much more naturally on the ear
than their equivalent two-word forms. In
your preliminary planning, make one trip
through your text with the exclusive pur-
pose of converting every appropriate two-
worder into a contraction. As a communica-
tor, you'll find the apostrophe can be one of
your strongest weapons. You'll see why
when we talk about the presentation of tes-
timony.

Make the speech your own. Go through
the text idea by idea. Put everything into
your own words. Just as important, put the
thoughts into your own sequence. Your idea
of continuity and structure will probably
differ from the writer’s. Make it as easy as
possible for you to talk the text.

Punctuate in thought groups. In order to
be conversational, the rhythm of your text
should be idea by idea rather than word by
word, phrase by phrase, or word group by
word group. Many speakers use a stiff
rhythm—pausing every two or three
words. In formal speaking, that isn’t their
usual conversational rhythm. For example,
former President Jimmy Carter used to
break a sentence like this: “I think . . . we
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should . . . try to have. . . abetter. . . un-
derstanding . . . of the forces . . . that make

. . our economy . . . inflationary.” There’s
no reason for eight pauses in that 18-word
sentence. Poor platform performance habits
cause many speakers to demonstrate those
rhythmic quirks. Maybe a lingering fear of
running out of breath at the wrong moment
is responsible. It would be far more effec-
tive for a speaker to take no pauses rather
than eight. Or, if one is needed, it should
be taken after the word understanding.

Second: Simplify the Delivery

t sounds so simple to say “talk, don’t

read,” “chat, don’t orate.” But very few of
us have acquired the skill of speaking one-
on-one to a large group. When most execu-
tives approach the hearing room, they tend
to clear the throat, place the voice back too
far, tighten the facial muscles, and “look
professional.” It’s really an unpleasant acting
job. It certainly isn’t the real person. Instead,
it’s the characterization we believe will im-
press our peers, and, certainly, most of our
role models have led us down that road.

One of my favorite examples of doing

what we think is expected rather than doing
the right thing is this: Picture the police offi-
cer talking to his partner in the station
house. “I caught this guy with the stolen tele-
vision set,” he tells his colleague. As he
steps out of headquarters, the reporter and
camera crew await him, throwing him into a
totally unnatural environment (not unlike
that of a hearing room). He clears his throat,
buttons his jacket, “ahems” a few times and
says, “We apprehended the alleged perpe-
trator leaving the crime scene with an appli-
ance and no receipt.” It’s hard to believe, but
most of us change our style in front of a

group.
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Every piece of testimony should be de-
livered as though it’s a conversation between
you and someone you like very much.
You're not reading, you're explaining. Re-
member that the audience doesn’t know
what you know. You're there because you
have something to say. Don’t teach it, preach
it, recite it, read it or orate it. Say it. Tell it.
Explain it.

Remember how effective two- and
three-word sentences can be. In fact, these
are the sentences an audience remembers:

I love you. It's gorgeous.

It's a boy. I knew it.

She won. No one survived.
They're dead. Wow!

It burned. Certainly.

It's ruined.

Third: Select the Presentation Method
That Suits You

U}S;e the presentation form that suits you
est. Some people are most effective us-
ing a prepared text. Some do their best work
speaking from notes or an outline. Still oth-
ers have a remarkable facility for delivering a
talk from memory. Usually the message in a
piece of testimony is so vital that a manu-
script is essential for complete accuracy. Most
witnesses feel more comfortable with a copy
of the text in front of them. If you choose the
prepared manuscript, remember not to use
it as a crutch. Practice the delivery so your
eyes aren’t buried in your paper. The deliv-
ery techniques and preparation methods are
the subject of the next chapter.
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You should become aware of certain speaking
skills that will give added impact to your testi-
mony. These skills are designed to make testi-
mony conversational, clear, direct, pleasant, in-
teresting and sincere. A final pointer that is often
neglected is: “Prepare.” You shouldn't testify un-
less you have fully prepared for every possibility.
You should know your material so well that you
can talk it and make it come alive.

n Part 2, you learned that fear is your num-

ber one enemy, with lack of proper skills
close behind. You've learned some ways to
control the tension, self-consciousness,
pressure and stress that used to cripple you
on the platform.

In Part 3, you learned some tips for
writing statements that are effective when
they’re heard by others. You've learned to
make the text, delivery and style a part of
your own personality—a natural extension
of yourself.

Part 4 is intended to help you achieve ef-
fectiveness in delivering testimony through
an awareness and a sharpening of your
speaking skills.

Let’s consider some of the speaking
skills and techniques that will help you
achieve peak effectiveness. These skills will
enable you to overcome many years of bad
platform speaking habits that come from a
lack of training and an overwhelming self-
awareness.

The first step toward peak effectiveness
is recognizing that all good oral communica-
tion is rooted in conversation. Even when
you're watching an actor play Hamlet, he
must make you feel as though he’s talking to
the people around him, and that in the solil-
oquies he’s talking to you.

27
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The second step is keeping in mind that
communication is the transfer of ideas from
one mind to another. Anything that inter-
feres with the smooth, easy, effortless flow
of an idea confuses or even destroys the
communication.

When you're reading a book and see a
gravy stain or a hair on the page, communi-
cation is interrupted. When a speaker has an
unusual voice—a high-pitched, nasal,
strained, hoarse sound, for example—com-
munication is interrupted. A strange use of
hands—such as a constant, rhythmic but-
toning and unbuttoning of a jacket—can de-
stroy communication.

If the interruption occurs while you're
reading a book, you can go back and reread
the page. Not so when the interruption
comes during spoken communication. The
damage can be irreparable. Effective oral
communication depends on clarity on the
first try.

There’s a theory: If everyone could be
successful as an oral communicator, we’'d
have no need for effective listening courses.
The listener’s mind usually wanders only
when he’s hearing an ineffective, less-than-
dynamic talker. The talker must do every-
thing possible to ensure smooth communi-
cation of ideas.

The third step toward peak effective-
ness is being aware that every oral commu-
nication—except telephone, radio and re-
cordings—involves the speaker’s face and
body as well as his voice. It's particularly im-
portant to remember that the hands and the
face are NAKED . . . and they’re usually the
parts of the body we try to “hide” from the
audience. Later in this chapter you'll get an
idea of how awareness and control of what
you do in animated conversation can help
you look better, as well as sound better, as a
witness.
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The fourth step in achieving maximum
effectiveness in oral communication is rec-
ognizing that the speaker should be pleas-
ant and interesting to see and hear, should
communicate logical meaning and attitude
easily and directly, and should come across
to an audience as a sincere person with a
genuine desire to communicate these ideas.
All very easy to say—but very difficult to
accomplish. Let’s see if we can make it eas-
ier and more natural for you.

The speaker should be pleasant and interest-

ing to see.

The author demon-
strates that fake jo-
vial or insincere
pleasant expressions
alone are ineffective.
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Being pleasant or interesting isn’t enough.
The combination of the two is most effective.
A grin is pleasant. A smile is pleasant.
If neither is varied, the effect is studied,
dull, permanent, phoney.
A grotesque look may be interesting,
butit’s hardly going to conquer audiences.
Here are a few illustrations that show
what speakers unknowingly do with their
faces, hands and bodies. Some expressions
can turn an audience off. Some can make
the audience concentrate on the ideas being
communicated.

The author demon-
strates some of the
mannerisms which
distract from the
overall effect of the
testimony.




The author demon-
strates how to act
when another panel-
ist is speaking.
Photo 1 focuses at-
tention on the
speaker while photos
2 and 3 detract
from the speaker.

On certain occasions you may be one of
several people testifying as a panel. When
someone else is speaking, give that person
your total attention—physically as well as

mentally.

If you aren’t aware of where you're
looking, it can seem as though you don't
care. And if you don’t care, why should the
listener?

The speaker should be pleasant and interest-
ing to hear.

I




32
et e e e [P e P ey e e e e e e e T

A soft, boudoir-sexy voice is pleasant
enough. After five minutes without varia-
tion, it will put an audience to sleep. A grat-
ing, rasping voice is certainly interesting.
It's also painful.

The person who . . . uh, uh . . . has a hard
time. . .uh...uh. . .gettingout. . .uh
e Shenext . . oul, wh. cword o cuh
without . . .uh. . . uh. .. makingasound (I
call it the audible pause) is interesting but terri-
bly irritating. Our urge is to help the unfor-
tunate soul get the nextword . . . uh. ..
oo S ¢, (PR 1 - SRR & | 14 1

Return to the breathing exercises of
Part 2. Place your hand on the area just be-
low the rib cage. Take a few comfortable,
relaxed breaths. On an exhalation, vocalize
the sound “00” (as in ““to”’) quietly for
about three seconds. Do it again in as low a
pitch as possible. Now do it in as high a
pitch as possible. Now do it with a middle,
comfortable pitch. This sound, if your body
is relaxed, will be the most pleasant, most
interesting BASIC sound you can make
without special coaching. Make this sound
the one you use when delivering your testi-
mony.

The speaker should communicate logical
meaning and attitude easily and directly.

Every word, every phrase, every sen-
tence makes some logical communication
unless the entire receiving mechanism has
been turned off out of total boredom or
through some extraneous listening circum-
stance (a sudden severe stomach cramp hits
the listener, an ambulance siren catches the
hearer’s total attention).

Every idea worth communicating con-
tains an attitude, an emotion, a feeling. (If it
doesn’t, I urge you to edit the idea out of
your testimony.)
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Take the sentence, “I thought Congress
would pass the bill.” Logically, that says
““There was a piece of legislation proposed and I
expected Congress to okay it.” The words
alone say nothing, zero, about what actually
happened. So, if it did pass, I'd speak those
words in a very specific way. Ifitdidn’t, I'd
speak those words in a totally different
way. And, if that totally stupid alternative bill
passed in its place, I'd have an entirely dif-
ferent delivery.

Try each aloud:

1. “Ithought Congress would pass the
bill.” (And it did.)

2. "I thought Congress would pass the
bill.”” (But it didn't.)

3. “Ithought Congress would pass the
bill.” (But, would you believe it,
those idiots passed a rotten alterna-
tive.)

You can probably think of more exam-
ples, but these three should help you un-
derstand that what you say can never con-
vey complete meaning by itself. Listeners
must also hear HOW YOU SAY IT to under-
stand the total idea. That HOW is governed
by three basic vocal tools that give you the
techniques of creating emphasis to vary
your sound. These tools are volume, pitch
and rate.

@ Volumeis the decibel level of
sound—the degree of loudness or
softness.

® Piich is the position of sound on the
musical scale—the highness or low-
ness.

® Rate is the duration of sound—the
fastness or slowness.

Volume variety is the least valuable,
least effective vocal tool available to the
speaker. It’s great when the object is to dis-



36
e e e T T R R TIT

The author demon-
strates correct, ani-
mated expressions
that say “communi-
cate.”

That’s vocal flexibility: the willingness
and ability to use the vocal tools of pitch
and rate.

There’s also body flexibility. When you
are seated at a witness table, body flexibility
is a willingness and ability to lean forward
and gesture in a natural manner when mak-
ing a certain emphasis. Most of us “talk
with our hands.” That is, we tend to ges-
ture in comfortable conversation. That
tool—gesture—is a wonderful way of say-
ing “I really want to get this point across to
you.” It's true communication.
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We also tend to forget facial flexibility
when the situation is formal. Most people
are truly amazed when they see themselves
on a television playback—amazed at how
expressionless their faces are. They thought
they were expressive. But that element of
fear or self-consciousness caused them to
duck back inside themselves rather than
come out of themselves. Even natural extro-
verts tend to ““pull in”” when a stressful situ-
ation occurs.

The most vivid way to show the impor-
tance of this facial difference is through il-
lustrations. When used correctly, the eyes
are open, the brow is elevated, and the
expression says “communication.” When
used incorrectly, the brows are drawn tight,
the face is ““closed,” and the overly serious
demeanor suggests “severe” if not “pomp-
ous ass”’. Unfortunately, the tendency is to
look like the second example when we try
to be professional, serious and business-
like. We tend to dehumanize ourselves. In
animated conversation, we more often look
like the first example. It takes practice.

The speaker should come across as a sincere
person with a genuine desire to communicate
these ideas.

Quite often, we're forced to face a
speaking situation under terrible circum-
stances. Testimony is scheduled for nine in
the morning. We’ve been awake all night.

The flu bug has bitten and we’re miserable.
The alarm goes off at 6:30, and it’s not going

to be a good day. Fortunately, the violent
activity is over. But the pain and discomfort
linger.

There’s really only one thing to do:
proceed.

It takes a lot of doing, but by concen-
trating, a good job can be done and the per-
sonal discomfort minimized. When the dis-
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The author shows
how discomfort can
get in the way of
communication.

comfort is allowed to take over, the
legislators or regulators you're talking to
may feel sorry for you; they may be kind
and seem attentive. But you won’t be com-
municating what you want. They’ll receive
signals of your discomfort rather than your
ideas.

The techniques of looking and sound-
ing interested must be used. Vocal and fa-
cial animation are essential. You've got to
let gestures help make the voice and the
face move. “Nothing is more important to
me than getting these ideas across to you,”
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is what you must say in attitude and ex-
pressiveness. Concentrate on that, not your
personal problem.

One of the most important tools for im-
pact is proper eye contact. Itisn’t just a mat-
ter of looking at the audience. Rather, it’s
looking at them at exactly the right mo-
ments. Usually, the beginning and the end
of a sentence are key points for looking at a
listener. Naturally, in order to do this and
not to be totally dependent on the page,
you've got to be familiar enough with your
text to feel comfortable leaving the page.

The author shows
how eye contact and

expressions can work
for and against you.







You'll want to remember several miscella-
neous pointers when giving testimony. They're
really basics that every organized witness will
cover. They include remembering the mission,
knowing what's expected, concentrating totally on
persuasion, among others.

First: Remember Your Mission

® Concentrate on your audience.
They’re the reason you're testifying. It's im-
portant to realize exactly who is listening to
you. You have four audiences at most hear-
ings:

1. Members of the body holding the
hearings.

2. The press.

3. Staff.

4. Others (interested persons and
those waiting to testify).

The committee members and the press
are the most important—and many of them
aren’t knowledegable about your field. It's
vital to remember that fact. Even if they do
know something about your area of exper-
tise, chances are they didn’t wake up this
morning concerned in any way with your
subject. The spokesperson for the metals
industry has to realize that the committee
members aren’t thinking at their breakfast
table about supplies and prices of lead,
zing, tin and copper. So don’t get technical.
Simplicity and brevity are your stongest
tools. When in doubt, reread the Lord’s
Prayer and the Gettysburg Address. Does it
surprise you to know that the Lord’s Prayer
contains 56 words, the Gettysburg Address
326, the Declaration of Independence 1322
and a 1970s federal regulation on the sale of

45
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red cabbage 29,6117 (We confess we didn't

do the counting ourselves.)

® Come prepared with two texts—one de-
tailed, one abbreviated. Very often, the
committee’s chairperson will interrupt the

witness after a few sentences:
““Sir (Madam), since our time is limited,

please summarize your remarks for us.”’

There you are with your fourteen-page
manuscript barely begun. You're totally un-
prepared for what happened. My sugges-
tion—and it’s been strongly endorsed by
every legislator, regulator and staffer I've
talked to—is to submit the full written testi-
mony (with a copy at hand) and deliver the
briefest possible summary. You'll score tre-
mendous psychological points when, after
the conclusion of the protocol and introduc-
tory remarks, you'll say:

"My entire statement was submitted to
you, but now I'd like to give you a very brief
summary of the text.”

They like you for being considerate.
They may even be impressed enough to go
back and read your full text. It's more than
a ploy; it’s a courtesy. More often than not,
you'll be rewarded with attention. You'll
get more mileage out of “We've got todo it,”
than with “It is incumbent upon us all—each
and every one—to see to it that appropriate ac-
tion is taken at every level of endeavor.” When
in doubt, cut another third.

® Get advice on your remarks from others
who are expert. Then completely convert
their sequence, ideas and words into your
own. If possible, try out your remarks on
non-experts so you're sure the language
and flow are easily understood. This way,
you'll have a better chance to sound genu-
ine and convincing, to draw empathy and
understanding from an audience of
strangers.
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® Learn everything you can in advance
that’s relevant about your audience. It's
very helpful to know the names and titles of
the people you're addressing. And don’t
overlook the correct pronunciation. Noth-
ing is more embarrassing than the wrong
name or pronunciation. The old television
series “Mission Impossible”” began with a
series of photos and biographical back-
grounds on all the key people in each epi-
sode. It's not a bad idea for you, in the pre-
liminary stages, to learn about the people
who'll be listening to you. Of the four audi-
ences mentioned earlier, the committee
conducting the hearing is the one to whom
you're talking and the one about whom you
need to learn.

Second: Know What’s Expected of You

® Pay attention to protocol. Be attentive to
niceties, good taste and common sense. It’s
taken centuries to build up the convention
of protocol. Don’t try to destroy it single-
handedly.

The conscientious witness thanks the
panel for the opportunity to speak. The
good witness means it. A good piece of testi-
mony contains a brief self-introduction, un-
less a previous witness has done it. The
good witness gives the personal details—as
well as the entire testimony—with interest,
animation and pride. He also should iden-
tify the bill that’s the subject of the testi-
mony, and his position.

Witnesses should be polite, but they
shouldn’t cave in under pressure. They
shouldn’t allow badgering by committee
members.

® Make your points concisely and coher-
ently. Good sense and good taste dictate
that you state your conclusion first. The en-
tire text should then flow logically to again
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reach that conclusion at the end. Repeat
your key points in different ways. If possi-
ble, use examples that will relate to specific
people on the panel: to their pocketbooks,
to their families, and to the pocketbooks
and families of their constituents. It's no se-
cret that certain federal regulations regard-
ing air bags and other automotive safety de-
vices will add considerably to the purchase
price of a new car. If safety is your message,
no amount of money is too much to save a
life. If cost is your concern, every new auto-
mobile will cost an additional $200 (or what-
ever the accurate figure is) for everyone,
whether or not he wants the features. Re-
member that coherence is often fortified
when you're colorful, quotable, memora-
ble, delightful, newsworthy. Your effective-
ness depends on the audience remember-
ing you. Keep in mind the old show
business adage: ““Always leave them want-
ing more.” If you succeed, it’s possible
they’ll take another look at the full text to
see if it contains even more useful informa-
tion. Remember, the standard vaudeville
act lasted 12 minutes. The briefer your testi-
mony, the greater the impact.

® Be positive. Stay with your argument.
It's perfectly good rhetoric to set up your
opponent’s case if you can demolish it with
logic and wit. Generally, however, stay
with the positive side of your case. Relate it
to real people, not statistics. The statement:
“‘We've seen a 100 percent increase in the cost of
a loaf of bread in the most recent five-year pe-
riod” isn’t as effective as “’A loaf of bread cost
you 30 cents to put on your table five years ago.
Today, that same loaf of bread is smaller and
costs 60 cents.” Make your presentation
brief, clear, sympathetic, understandable,
and real-people oriented. In that way, you'll
find you get more mileage out of it.
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Third: Remember Persuasion

Everyone in your audience falls into one of
three ideological categories:

1. Those who are on your side—and
you want to keep them there.

2. Those who oppose your views—
and you’d like to convert them.

3. Those who haven’t made up their
minds.

The best strategy is to talk to those who
haven’t decided. It's unlikely that you'll
change strongly held views. Some of your
best weapons as a persuader are to:

® Know the issue—not just the general
facts, but the details should be part
of your mental filing cabinet.

® Know the other side. You're at your
best when you have the opposition’s
information down as pat as they do.
Nothing is as damaging psychologi-
cally as stammering and pausing au-
dibly uh-uh-uh when delivering tes-
timony or uh-uh-uh-answering-uh-
uh-uh questions. It seems to be un-
certainty, lack of confidence, and
worse, lack of preparation. Con-
versely, nothing gives you greater
credibility than the confidence that
comes with complete knowledge of
the opposition’s argument and the
ability to state your case more au-
thoritatively and convincingly than
they do.

® Know the bill or regulation under
consideration. If possible, know it at
least as well as the people conduct-
ing the hearings. Take the time to re-
ceive a thorough briefing from the
most knowledgeable experts avail-
able. Nothing can replace complete
knowledge combined with assured
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delivery. There should be no sur-
prises—and no one will be able to
make you look bad for lack of infor-
mation.

® Rehearse your presentation thor-
oughly—until you're totally comfort-
able with it. Then have staff, associ-
ates and other experts you trust put
you through the kind of questioning
you're most likely to face by the most
hostile panelists. If you can handle
the nasties, you can do well with the
friendly questions.

Fourth: Things Your Testimony Should Be

® Simple.

® Brief. Don’t try to tell them all you know.

® Expert.

Well-organized.

Well-documented.

Logical.

Persuasive.

First-class argumentation.

Colorful. Use real examples about real

people.

® Quotable.

® Well-constructed; wonderfully delivered.

® Positive.

® Submitted at least 48 hours in advance of
your scheduled appearance.

® Neat.

And Finally

Every piece of testimony should con-
tain certain basic information:

® [dentification of Individuals Appearing
—Name, title, affiliation.
—Background to establish credibility as a
witness.
—Identity of organization and constitu-
ency you're representing.
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® Identification of Legislation or Issue
—Specify bill by number, issue by title.
—State your position briefly and early.
—Paraphrase and colloquialize your un-
derstanding of the intent or purpose of
the legislation or issue.
® Areas under Consideration
—Define them.
—If supportive, explain why.
—If opposed, state why and give alterna-
tives if any exist.
® Statement of Your Position and Your Ar-
gument
® Summation including What You'd Like
to See Accomplished

Your spoken testimony can have far
greater impact than your written submis-
sion. Spoken words have greater life, color,
vividness and excitement. If you do really
well, someone may want to go back and
read your entire text.

Letters and written texts may get lost in
the sheer volume of paperwork. Your mate-
rial may reach one staffer whose bias or
workload prevents him from giving it the
attention it deserves. It’s a little like the
phone book: they only find what they're
looking for.

So, once again, remember to submit
the entire testimony in writing and then
orally present an extremely shortened, very
lively version. Brilliantly delivered, it will
win the day.






t's hoped you've learned from this booklet

that your testimony is a tightly knit com-
posite of content and delivery. Each is im-
portant. Most association executives have
very little or no problem with the material.
The delivery is the common stumbling
block. So, as a final note, here are some do’s
and don't’s that summarize the techniques
stressed in this booklet. Look down this list
before every appearance until you feel truly
comfortable about testifying.

DO DON'T

Communicate Read words.
ideas.

Be interesting. Be dull.

Consider appear-  Consider appear-
ance a chore.

ance an op-
portunity.

Be energetic. Be dull, lifeless.

Be pleasant. Be intimidated.

Grab the audi- Put listeners to
ence. sleep.

Make your audi- Make your audi-
ence pleased ence wish it
to be listening were some-
to you. where else.

PRACTICE breath- IGNORE the im-
ing and relax- portance of

ation exer- breathing &
cises. relaxation.

Move your dia- Pull your dia-
phragm OUT phragm IN on
on inhalation. inhalation.

Move your dia- Push your dia-
phragm IN on phragm OUT
exhalation. on exhala-

tion.

Learn to relax Get tense and stay

throughout that way.

tense moments.
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Smile when ap-
propriate.
Communicate atti-

tude and feel-
ing.
Vary pitch and

rate.

Gesture for em-
phasis.

Open up your
face.

Say what you
mean and
mean what
you say.

Prepare.

Use vocal and fa-
cial exercises.

Interest your audi-
ence.

Concentrate on
the material.

Talk, chat or con-
verse an oral
summary.

Frown.

Rely purely on
logical con-
tent.

Use more volume
than you
need to be
heard.

Tie up your hands
or wave into
the air.

Tighten your facial
muscles.

Recite words from

a page.

Trust yourself to
luck.
Assume you’ll be
animated un-
der stress.
Bore.

Think about your-
self.

Read, preach, or-
ate along, de-
tailed, wordy
piece of testi-
mony.
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