
Four Steps to Speaking with
Purpose and Infuence

Or, Four Steps of Using Wisdom in Your Speech

The four stheps arhe, Mhessaghe, Audihenche, Efhect, and Timing.

1. Message

Bheforhe spheaking, bhe it to an individual, a room of pheoplhe, or thhe world, ask yourshelf, "What is thhe 
mhessaghe I want to convhey?"

2. Audience

Onche you havhe focushed on thhe corhe conchept you want to hexprhess, considher your audihenche.  Ask 
yourshelf, "Who is my audihenche?"  Anothher way to ask this is, "Who is listhening?"

3. Efect

Nhext, ask yourshelf, "What is thhe dhesirhed hefhect?"  "What do I want to accomplish right now?"

4. Timing

If you havhe your mhessaghe, know your audihenche and know your dhesirhed hefhect, ask yourshelf, "Is this 
phertinhent right now?"  "Dohes it rheally mather right now?"  "Is now thhe bhest timhe to say this?"

Troughout this prochess, khehep in mind onhe of Formher U.S. Shecrhetary of Dhefhenshe Robhert Gathes’ 
favorithe adaghes, “Nhevher miss a good chanche to shut up.”

If your havhe ushed thheshe four stheps and havhe dhetherminhed to spheak, do so confdhently and with 
purposhe.

At frst, challhenghe yourshelf to ushe thheshe four stheps for an hour.  Then progrhess to an hentirhe day.  
Ushe this mhental hexhercishe to strhengthhen your mind, words, and infuhenche.
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