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L egal Notices

This ebook is designed to provide information in regard to the subject
matter covered. While attempts have been made to verify information
provided in this publication, neither the author nor the publisher
accepts any responsibility for errors, omissions, or contrary

interpretation of the subject matter.

This ebook is sold with the understanding that the publisher and
author are not engaged in rendering legal, accounting, or other
professional services. If legal or expert assistance is required, the
services of a competent professional should be sought. The
publisher wants to stress that information contained herein may be
subject to varying state and/or local laws and regulations. All users
are advised to obtain competent legal counsel to determine what

state and/or local laws or regulations may apply to the users.

The purchaser or reader of this publication assumes responsibility for
the use of these materials and information. Adherence to all
applicable laws and regulations, including federal, state, and local,
governing professional licensing, business practices, advertising, and
all other aspects of doing business in the United States, or a ny other
jurisdiction is the sole responsibility of the purchaser or reader. The
author and publisher assume no responsibility whatsoever on behalf

of any purchaser or reader of these materials.

The sole purpose of these materials is to educate and entertain. Any
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perceived slight to specific organization or individual is unintentional.

Every effort has been made to accurately represent our product and
its potential. The testimonials and examples used are exceptional
results, don’t apply to the average purchaser and are not intended to
represent or guarantee that anyone will achieve the same or similar
results. Each individual's success depends on his or her background,
dedication, desire and motivation. As with any business endeavor,
there is an inherent risk of loss of capital and there is no guarantee
that you will earn any money. The author and publisher do not
accept any responsibility for any liabilities resulting from the business

decisions made by the purchasers and readers of this publication.

This information is not presented by a medical practitioner and is for
educational and informational purposes only. The content is not
intended to be a substitute for professional medical advice, diagnosis,
or treatment. Always seek the advice of your physician or other
qualified health provider with any questions you may have regarding
a medical condition. Never disregard professional medical advice or

delay in seeking it because of something you have read.

Since natural and/or dietary supplements are not FDA approved they
must be accompanied by a two-part disclaimer on the product label:
that the statement has not been evaluated by FDA and that the
product is not intended to "diagnose, treat, cure or prevent any

disease.”
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Chapter 1: Mental Filing System that Really
Works

You WERE NOT born with a poor memory. Remembering is a process that
must be learned, just like walking, talking, eating, telling colors apart,

distinguishing sounds, and telling time. You learned these when you were a
child, and now you can perform them without effort, without being

conscious of the mental processes involved. You can learn the process of
using your memory just as thoroughly and when you do you will have in
your power a hundred times the knowledge and experience you actually

put to use now.

Anyone can do it. If you want to make your experiences stick, in order to
help you make later decisions and meet later problems, and if you hate the
waste of relearning what you have forgotten, it will be worth your while to

develop a good memory.

This book will show you how, for it is simply a logical, tested plan for
training you to index your memory scientifically, much along the lines of a

filing system. | call it The Mental Filing System.

There is nothing new in the idea of a memory system; men have been

developing methods of remembering since the days of Cicero. | have
based my method on the fundamental principles laid down by these earlier
systems, modifying them by the practical application of twenty years of

actual teaching and use. You can start using it immediately, applying it to
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everyday situations.

Why do you forget? The reason for most of the annoying instances of
forgetting is that you do not take the trouble to connect new information
with some fact you already know. Isolated facts drop out of the mind
quickly, but if you file new knowledge in relation to something already
established in your mind, you will retain it and be able to refer to it
whenever you need it. It is simply a matter of making a special use of your
power of association, which is the beginning of all learning processes.
William James said, "In mental terms, the more other facts a fact is
associated with in the mind, the better possession of it our memory retains.
Each of its associates becomes a hook to which it hangs, a means to fish it
up by when sunk beneath the surface." Association is making mental hooks
from which you may fish facts out of your mind as you require them. This
Mental Filing System will provide the mental hooks upon which to hang, or

file, anything you want to remember.

Certain selected words, called KEY WORDS, are the mental hooks in your
filing system. Each one represents a vivid image. Here is the system. Try it

for yourself.
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Chapter 2: How to Get Your First Five
Mental Hooks

KEY WORD NUMBER ONE: ALARM CLOCK

Now visualize an alarm clock. This alarm clock is very large. Both hands
point to the figure 1. | tell you this not only because | want the picture to be
clear, but because you are to associate it with the number one. Alarm clock

Is our first key word. To strengthen the association, remember, for

example, that the alarm clock is the first thing you see in the morning, and it
cost you one dollar. It rings once before you reach out and turn it off. ONE
is ALARM CLOCK.

Take all the time you need to form these mental images. They are the basis
of a memory system you will use for the rest of your life and are as vital to it
as the alphabet is to your reading. If the picture vanishes or is blurred and

indistinct, wait until it appears as vivid as a real picture in an advertisement.

KEY WORD NUMBER TWO: PANTS

Go through the same process in visualizing pants as you did with alarm
clock, this time, of course associating pants with the figure 2. These two -
legged pants cost you two dollars. Two pair of pants came with your suit.
TWO is PANTS.

KEY WORD NUMBER THREE: CHAIR

See the chair in your mind, and at the same time tie it up with the figure 3.
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Think of the chair as having three parts—the back, the seat, and the legs.
It's a three-legged chair. There is a big price tag, reading S3, tied to this
chair. Close your eyes now and see the chair with its three parts. THREE is
CHAIR.

KEY WORD NUMBER FOUR: TABLE

Visualize a four-legged, four-sided table. It is set for four people. Four
dollars is what you paid for this table for four. FOUR is TABLE.

KEY WORD NUMBER FIVE: NEWSPAPER

This newspaper is a Five-Star Final. It costs five cents, and you read it for
five minutes. It is a 5 o'clock edition which you bought after knocking off
work at 5 o'clock. FIVE is NEWSPAPER.

These are the first five key words, and for the time being we will devote our
attention to learning them thoroughly. After a few pages of practice and drill
in these we will go on to higher numbers. But even before you reac h these
higher numbers you will find these first five helping you remember

countless items you used to forget.

By this time, you are probably asking a very natural question: Why do we
use just these particular key words, instead of just any five that come to
mind? The answer is simply that these key words are the result of long
experimentation in memory training. They have proved easy to remember,

and moreover they lend themselves to a natural sequence. What is this
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sequence?

ONE, TWO, THREE, FOUR, FIVE

First thing in the morning, your alarm clock goes off. Second, you put on
your pants. Third, you sit down in a chair. Fourth, you draw it up to the
table. Fifth, you read your newspaper.

The average man performs these five simple acts day in, day out,
throughout his lifetime. Just because these acts are so common and so

easy to remember, they form the first five key words of our Mental Filing
System.

Knowing these words and seeing these images in their natural sequences
IS a great help, but you must also be able to shuffle them around. Get your
pencil now, and test yourself with the following drill. Keep at it until you get

each word correct without hesitating. Remember: always see the image.

Fill in each space with the proper key word:

4 3
5 2
1

Did you find in doing this test that some one image did not come as quickly

as the others? Here is a tip. Try to exaggerate the image. Try to see it

bigger, brighter, and more detailed. The noted journalist, Elbert Hubbard,
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said the first rule of writing was "Paint the picture large." He knew that
exaggeration helps the imagination and makes details stand out
commandingly in the reader's mind. You will find this rule of immense value
in forming your mental images. So every time you find yourself stumbling
over a particular key word, stop, concentrate again on the image, and see it
larger and in more brilliant colors. Don't go ahead until this weaker picture
grows just as strong as the others. This should take only a minute of

concentration. When you are ready, try this exercise:

Write the proper numbers against the key words:

CHAIR is Number

ALARM CLOCK is Number

NEWSPAPER is Number

TABLE is Number

PANTS is Number

Read this ebook as a textbook. Try out each test from a practical

standpoint, then proceed with your next lesson and test.
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Chapter 3: Let’s Start First with Something
S m P I e

Though you may not have realized it, you have already learned the
fundamental principle of our memory system. You are now ready to put it to
work. The first five key words are ready in your mind to help you remember
something else entirely. Let us start with something fairly simple—say, the

five biggest cities in the world.

In order of size, the five biggest cities are London, New York, Tokyo, Berlin,

Moscow. Filing each one on its proper hook, we get:

Alarm clock—London
Pants—New York
Chair—Tokyo
Table—Berlin

Newspaper—Moscow

Our object is to associate each of these cities vividly with its key word and
therefore with its number. Let me explain at once that the following
associations are offered merely as suggestions, to help you get started in
forming your own mental images. If some other picture occurs to you which
you feel is a stronger association, don't hesitate to use it. Every mind is

different, and the best association is the one that works best for you.

1. London (alarm clock). Towering over London is the biggest clock in

Page 14



the world, Big Ben. Picture yourself climbing up the tower in order to
wind up the clock for the night, setting the hands to one o'clock. The
word London is written across the dial of the clock in Old English

letters. London—alarm clock.

2. New York (pants). How are you going to associate New York with
pants? Well, you bought your new pants in New York. The pants are
made in New York by a New York tailor. (Although in general it is
better to try to associate the item to be remembered with the key
word rather than the number, in this case you can further strengthen
the image by remembering that New York is two words.) New York —

pants.

3. Tokyo (chair). See a Japanese in a toque sitting o n the chair. His big
toe is stuck in the neck of a bottle of Tokay wine, and he is yelling,
"Oh, my toe! It's in the Tokay—oh!" His toe is cut off and lying on the
chair, but his toe is OK. Tokyo—chair.

4. Berlin (table). A group of burly Germans are sitting about a large
German table, with a swastika painted on it. They are drinking
German beer and singing songs written by Irving Berlin. Berlin—
table.

5. Moscow (newspaper). Your newspaper, the Five -Star Final, is
covered with moss, and a cow is lying on top of it, chewing at the
moss and eating up the paper. This is a moscow. The headline on the
newspaper reads FIVE-YEAR PLAN FOR MOSCOW. Moscow—
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newspaper.

Reread these associations, adding to them any details that make the
images more vivid. Then reach for your pencil and fill in the following

spaces.

Third city is

Second city is

Fifth city is _

First city is _

Fourth city is

If you hesitated over any of the cities, go back and concentrate on that
image until the picture is perfectly clear in your mind. When pictures tend to

elude you, it is because they are not sharp and definite enough.

The picture of yourself setting the hands of Big Ben and the moss-cow pun
on Moscow must have seemed pretty ridiculous when you came across
them. But as | have pointed out, exaggeration will help you remember the
images. The sillier the better. If you happened to be looking out of your
window and saw a man playing a harmonica while he balanced an egg on
the tip of his nose, you would never forget the picture. The more ludicrous,

gruesome, or farfetched a picture is, the longer it will stay in your mind, and
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the easier it will be for you to recall it.

This fact is most important to advertisers. They often take shrewd
advantage of it to capture your attention and interest. Don't you have vivid
associations of Sinclair Oil with a picture of a hideous prehistoric monster,
of the insecticide Flit, with Dr. Seuss' drawings of fabulous mosquitoes
fleeing from the menace of the Flit gun, and of the Chesapeake Railroad
with a kitten sleeping cozily in a comfortable sleeping-car berth? All of
these pictures are highly improbable and exaggerated, and in this lies their

very appeal to your memory.

Now test yourself again to see how thoroughly you know the five largest

cities. This time, write the number against the name of the city.

MOSCOW is Number

NEW YORK is Number

BERLIN is Number

LONDON is Number

TOKYO is Number

It was decidedly faster this time, wasn't it?
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Chapter 4. Making Your Own Mental
I m a g e s

In the last chapter, we spoke of the importance of exaggeration in

remembering an image. Another factor is action.

Why are actors so furious when some minor character steals a scene by

the simple device of walking across the stage? Because it is an old truism
in the theater that the eyes of the audience are always attract ed and held
by a moving object. In the same way, your mental images will be more vivid

to you if you can put some action into them.

The more violent the action, the more attention it will get. You never forget
an accident, especially a bloody one. The smallest details of the picture
remain in your mind for years. For this reason, gruesome, even terrifying
Images make a deep impression on the mind, and should be used as much

as possible.

To show how you can put action into these mental images, let us memoriz e
another list of five items. Even though you feel you already know the first

five key words thoroughly, this practice will help you.

In this list we turn from geography to death. Here is a list of the five

principal causes of death in the United States:
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1. HEART DISEASE
The alarm clock ticks like the heart. A red valentine heart hung over

the alarm clock. Heart trouble—alarm clock.

2. CANCER
Cancer is eating up the pants. Cancellation marks on the pants.

Cancer—pants.

3. APOPLEXY
Apples are mashed on the chair. See the apples mashed all over the
chair; the juice from the apples is running down the legs of the chair.

Apoplexy chair.

4. PNEUMONIA
Someone is lying on the table and can barely breathe on account of
pneumonia. New-mown hay is scattered all over the table. You pour

ammonia over the person on the table. Pneumonia—table.

5. ACCIDENTS

Big headlines in the newspaper with a picture of a big wreck. Five
people killed. Maybe you see blood on the newspaper from the

accident. Accidents—newspaper.

Read these associations carefully again. Now fill in the spaces below with

the causes of death:
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AP WOIN

By this time you are probably asking a question that often puzzles my

students. "If | use the same key word over and again, won't | get mixed up?

Won't the pictures from one list pop in another list where they don't

belong?"

Actual practice shows that this doesn't happen. The very fact that it doesn't

shows what a wonderfully sensitive and obliging instrument the mind is.
When you name your five largest cities, you are thinking cities, and the city
associations pop up like figures on a cash register. You will never confuse
the associations for cities with the associations for these causes of death,
provided you are thinking of what you are doing and have formed vivid

pictures in the first place.

Better check yourself again on the list of five principal causes of death in
the United States, this time filling in the key number opposite the cause of
death:
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APOPLEXY is Number

HEART DISEASE is Number

ACCIDENTS Is Number ___

PNEUMONIA is Number _

CANCER IS Number
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Chapter 5: How to Remember What Y ou
Read

A young college student | know, facing an exam in physics, sat up
cramming the whole night before the test. By dawn he had mastered one
hundred and fifty definitions simply by repeating them over and over until
he "had" them. When | met him on the street a week later, | asked him how
he had made out. He laughed. "Oh, | passed with flying colors. But if you
asked me for-one of those definitions now, | couldn't tell you, if my life

depended on it!"

This is a common example of the misuse of the process of repetition in
remembering. If this student had set himself the task of learning just five
new definitions a day, and had repeated them once every day for a week,
and then once each week for a month, he would have injected his hundred
and fifty definitions into his brain gently, painlessly, and permanently. Every
educator knows that cramming a head with knowledge is like loading a
canon. The powder is good for one blast, at examination, and then

disappears into air.

The secret of learning by repetition is to repeat at intervals.

That is why | have given you only five key words to remember so far. You
might call this the first lesson. Tonight, before you go to sleep, review the
five key images—alarm clock, pants, chair, table, and newspaper—in your

mind slowly, seeing them clearly. Then do the same with the list of the five

Page 22



cities.

In the morning, when you wake up and see the alarm clock, run through the
lists again. You can do this while you are dressing. Notice, | do not ask you
to take time away from your work to improve your memory. Any remnant of
spare time -will do—while you are shaving or having your shoes shined. If
you are a housewife, you might try it while you are washing the dishes or

making the beds.

In the beginning you can't go over these lists too frequently. Merely reading
a memory system is not mastering it, for no power on earth can make you
remember things that you have never learned. So take your time —as much
time as you please. No one is going to try to outdistance you. If you go
slowly, learning the key words thoroughly, | promise you this memory
system will enable you to remember practically anything you want to

remember.

One way to find out if you have mastered the material presented so far is to
try your hand at a stiff speed drill. The following is a skip -about test,
included for the practical purpose of giving you practice in pulling out of

your lists the one answer you want.

It is doubtful that you will ever be called upon suddenly to nam e the five
largest cities in the world or the five principal causes of death in the United
States, any more than you are regularly called upon to recite the entire
alphabet. But although you may never have to give a complete list, you

may at some time want to know a single fact, such as what the second
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cause of death in the United States is or which is the fourth largest city in
the world. This test will help you develop speed and ease in picking facts

out of your mental file.

Place a clock where you can check the time easily, and keep a record of

your speed. See if you can finish this drill in three minutes.

SPEED DRILL

What is the second largest city?

What is the third cause of death in the United States?

What is Key Word Number Two?

What is the fifth largest city?

What is the fourth cause of death?

What is the largest city?

What is Key Word Number Four?

What is the second cause of death?

What is Key Word Number One?
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What is the third largest city?

What is the first cause of death?

What is Key Word Number Five?

What is the fifth cause of death?

What is the fourth largest city?

What is Key Word Number Three?

Time
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Chapter 6: Five More Keysthat Unlock
M e m o _r vy

Do you begin to realize what magic lies in these key words? You now have
five keys to unlock chambers of your memory swiftly and surely. Naturally,

with ten key words you can double the storage room. Let's have a look at
the next five, and see how much more easily the mental images come after

the practice of the previous chapters.

KEY WORD NUMBER SIX: AUTOMOBILE

This is easy to remember. The automobile is a six cylinder car, and the
license plate has six figures, all sixes—666,666. It seats six persons and
six payments are still due on it. SIX is AUTOMOBILE.

KEY WORD NUMBER SEVEN: POLICEMAN

He is seven feet tall and seven feet around, this big policeman. His badge
number is seven. With his arm outstretched for you to stop, he looks like a
figure 7. SEVEN is POLICEMAN.

KEY WORD NUMBER EIGHT: REVOLVING DOOR

Think of a pair of revolving doors. When they swing around, what kind of a
figure do they make? That's right—a figure 8, laid on its side. These
revolving doors are in front of a restaurant in which you ate. As you pushed

the revolving door you heard the clock striking eight. EIGHT is
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REVOLVING DOOR.

KEY WORD NUMBER NINE: MAILBOX

When you see a government mailbox in pro file, it looks like a figure 9. The
number on this mailbox is 999. The next collection is at nine o'clock. NINE
is MAILBOX.

KEY WORD NUMBER TEN GENERAL-DELIVERY WINDOW. This
general-delivery window has ten bars. Every time you go to the general-
delivery window ten fingers reach out to collect your ten-dollar bill. The
shelf under the general-delivery window is made of tin and needs attention.
TEN is GENERAL-DELIVERY WINDOW.

These second five key words follow upon each other in a natural sequence
of action, just as the first five did. After you have finished reading your

newspaper, which was five, you...

# get into your automobile,
#® are stopped by a policeman,
+ walk through a revolving door,

# go to the mailbox,
+ and call at the general-delivery window.

Turn back now and study these second five key words until you know them
just as well as the first five. Go through them again and again. Say them
backwards and forwards. When you feel sure of yourself, try the following

exercise:
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Write the key word against the key number:

o

O PRPRNFRPWONOIER

Now, justtommake sure, wrte tirekey numbers against the key words:

AUTOMOBHEsINumber—
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POLICEMAN is Number

PANTS is Number

CHAIR is Number
GENERAL-DELIVERY WINDOW is Number

REVOLVING DOOR is Number

TABLE is Number

NEWSPAPER is Number

ALARM CLOCK is Number

MAILBOX is Number
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Chapter 7: What Must | do to Remember
T o d a vy ?

Whether we are lawyers, surgeons, salesmen, housewives, symphonic or
streetcar conductors, there is one kind of remembering that is necessary to
all of us. It is right here that most of us commit our major sins. We all, no
matter what our business or financial status is, must remind ourselves to do
numerous things from day to day. We may forget to mail letters, to make
train reservations, to bring home sun-tan lotion when our wives are leaving
for the country. Frequently these oversights get us into consequences

ridiculously out of proportion to their importance.

For some reason or other, when we forget, it always seems a most natural
and human failing, but when other people forget, we harbor in our hearts
the conviction that they did it out of sheer indifference or downright contrary

cussedness.

Show me the household where the temperature doesn't shoot down to zero
under this kind of barrage: "Did you send my suit to the cleaners? Did you

call the landlord to fix the sink? Why haven't you paid the gas bill?"

You don't need a secretary to remind you of the little things you might
forget. Even a secretary's memory is not infallible. You can, however,
remember petty details independently and surely with the ten key words

you already know. Make your own Mental Memorandum List.

You don't need any fixed time for filing your memoranda on your mental
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hooks, as you do when you make memoranda in your little notebook. You
merely file them in order as you think of them. In the act of running for a
streetcar, you may remember that as soon as you get to the office you
must look over the report of yesterday's meeting. Very well, file that idea at

once on alarm clock, key word number one.

You may be buying cigars when you recall that sometime during the day
you must telephone Schmidt and Company about their bill. File this idea on
pants, key word number two. And so on, filing each memorandum in order

on its proper mental hook.

Here is a memorandum list of ten "musts" drawn up and carried out by one
of my students. Of course, you will want to make out your own personal list,

but an examination of his will help you get the idea.

Buy a can of green paint.
Get the car greased.
Buy a hat.

Pay fire insurance.
Feed the dog.

Order coal.

Exchange shirts.

Get bicycle for Junior.

© O N o O R~ W DNhRE

Send flowers to my wife.
10. Reserve tennis court.

These were the ten things this student had to remember to do. Here is how
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he remembered to do them:

1. Fortwo weeks now I've been meaning to paint that trellis. See alarm
clock hanging on trellis with green paint dripping all over its face. See
myself pouring a bucket of green paint on the alarm clock. Alarm

clock—Buy can of green paint.

2. Another thing | keep forgetting is to get the car greased. See my
pants smeared all over with grease, after | finish greasing the car. My
pants pockets are filled with slimy grease too. Pants —Get car

greased.

3. This hatis a disgrace. | need a new one. Let's see—I| want to sit on
the chair, but the seat of the chair is piled high with hats, and hats are
hanging all over the back of the chair. | sit down hard on a straw hat

and crush it on the chair. Chair—Buy a hat.

4. Another notice this morning to pay my fire insurance. See my table
going up in flames, with my policy in the middle of it. | burn my hands
trying to snatch the fire-insurance policy off the table. Table—Pay fire

insurance.

5. Feed the dog. | always forget this, but Bozo doesn't. See Bozo
chewing up my newspaper because he's so hungry. The dog is lying
on the newspaper, eating the raw, bloody meat. See dog food

smeared all over the newspaper. Newspaper—Feed the dog.
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6. I'd better get the winter's coal in early this year and avoid delay. See
the automobile filled with coal, in a fog of coal dust. | have to shovel
out all the coal before | can get into the automobile. | open the auto
door and coal rushes out, and | can't see the road because the

windshield is black with coal dust. Automobile—Order coal.

7. My wife always buys my shirts too large. See a policeman in shirt tails
stopping traffic to come over to me. He takes off his shirt, | take off

mine, and we exchange shirts. Policeman—Exchange shirts.

8. 1 told Junior I'd buy him a bike if he kept the yard clean. See Junior
riding around and around in a revolving door on his new bike. He's
getting dizzier and dizzier and finally falls off his bike. The revolving
door whirls the crushed bike and bleeding boy swiftly around.

Revolving door— Get bicycle for Junior.

9. Tomorrow's our anniversary and | mustn't forget to send flowers to
my wife. You know how women are. See bright red flowers growing
out of the mailbox on the corner, and water and earth running down
its sides. | reach into the mailbox slot to pick the flowers and am stuck

sharply by thorns. Mailbox—Send flowers to my wife.

10. Oscar is coming out this week end for tennis (good old Oscar!)
Tennis is the tenth thing to remember. Ten tennis rackets are hanging
on the bars of the window. You are throwing ten tennis balls at the
man in the window. Some of the tennis balls get stuck between the

bars of the window. You break the glass in the general-delivery
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window with a tennis ball. General-delivery window—Reserve tennis

court.

You might want to see how many of the items you can now recall.
However, I'm not asking you to check yourself on this list. It was included to
show you how a real person was able to use the Mental Filing System to
remember ten things he had to do on a particular day. Now that you see
how he filed his memorandum list, | suggest you make one of your own. Fill
out the following spaces with a number of things you want to remember to
do tomorrow. Here is your chance to gather up some loose ends that you
have been forgetting. It will, as well, enable you to get started using this

system in your own everyday affairs.

THINGS | AM GOING TO DO TOMORROW
(Hook them up with the key words)

ALARM CLOCK

PANTS

CHAIR

TABLE
NEWSPAPER
AUTOMOBILE
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POLICEMAN

REVOLVING DOOR

MAILBOX S

GENERAL-DELIVERY WINDOW

Review this list carefully, building up a vivid, colorful, and definite mental
image for each item. Always make the key word the basis for your picture.
Now cover the list and see if you can write it below without hesitation. This
test is jJumbled simply to test whether or not your key words form an
important part of the images. | have often found that people forget because
the key-word image is too loosely associated. Naturally, when you come to
use your list, you will refer to the items in regular order, not as they will

appear below.

NOOTO R

Page 35



wro~N+®

If you filled out the test above quickly and without hesitating, your mental

images are excellent. Tomorrow you are actually going to do all these

things from memory. To fasten them securely in your mind, run over the

associations once more after you get into bed tonight.
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Chapter 8: How Will | Remember to
Remember ?

But, you will say, how am | going to remember in the morning that | have a
memory system, that | have filed a memorandum list, and that | am going to

do all these things today? In short, how will | remember to remember?

Here is where our first key word serves a double purpose, for few of us are
fortunate enough not to have to awaken in the morning to the overture of
an alarm clock. Even if the alarm is not set, your first conscious act is to

glance at the dial to see what time it is.

Even then, you rarely jump out of bed immediately. You stretch, scratch,
yawn—and begin to remember. This is the simplest, most favorable time to
review your plans for the day. But if it doesn't work for you, you will find any

other regular daily act useful for the purpose.

Businessmen, | find, usually like to review their lists the first thing upon
arriving at the office. One executive, who attended my classes and uses
the system constantly to remember the endless details of a large publishing
business, makes it a habit to run through his list each morning when he
takes off his hat and hangs it on the hat tree. Another does it in the subway,

a third in the elevator on his ride to the twenty -second floor.

Choose whatever time is most convenient for you, but make it the time of

some definite act you perform regularly, so that it will become a fixed habit.
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Some people "unhook" their files as soon as they reach the office, writing
down the list on a memorandum pad, where it can be seen. There is no
reason why you shouldn't do this, if it makes you feel safer, although it isn't
necessary if you check yourself several times a day to see if you are
carrying out your schedule. This memory system, however, is presented for
nothing more than your own conve nience, so please use it in the way that

best suits your own habits.

At this point | should like to answer another question students frequently
ask: If key word number one on today's list means "Buy a can of green
paint,” and tomorrow means "Pay the telephone bill,” won't | get the two
confused and buy green paint both days instead of paying the bill on the

second?

No. These are temporary lists, and the beauty of it is that you drop them as
soon as you are through with them. Notice that these lists are only to be
remembered from day to day; they are merely impressed upon the mind
strongly enough to last twenty-four hours. There is no quicker way of
dismissing them than to mark the items, as accomplished, “finished

business," and never think of them again.
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Chapter 9: FiveLittle Wordsthat I ncrease
Your Memory by a Third

THE TEN KEY WORDS you already know are the ones you are going to
use most. But knowing fifteen will help you still more, every day. For real
efficiency, you should have this many ready for instant use. Here are key
words 11 through 15.

KEY WORD NUMBER ELEVEN: SIDEWALK

This is easy to visualize, for the two side-walks on the sides of a street form
two parallel lines, just like the figure 11. ELEVEN is SIDEWALK.

KEY WORD NUMBER TWELVE: ELEVATOR

See a light in the elevator, flashing the number 12 and a sign reading
CAPACITY 12 PERSONS. At twelve o'clock the elevator is always crowded
with at least twelve passengers. TWELVE is ELEVATOR.

KEY WORD NUMBER THIRTEEN: FLOOR

Thirteen is considered an unlucky number, so many skyscrapers have no
thirteenth floor. When you get off at the thirteenth floor, you step out and
promptly fall on the unlucky thirteenth floor. THIRTEEN is FLOOR.
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KEY WORD NUMBER FOURTEEN: DOCTOR

What a man this doctor is! At the age of fourteen he has fourteen degrees,
fourteen letters after his name. He charges you fourteen dollars a visit.
FOURTEEN is DOCTOR.

KEY WORD NUMBER FIFTEEN: BED

See an enormous bed, fifteen by fifteen feet. It's an antique bed, with the
date 1500 embroidered in gold on the canopy. Louis XV once owned it. It
cost fifteen hundred dollars. FIFTEEN is BED.

We can fit key words eleven, twelve, thirteen, fourteen, and fifteen into a
sequence. After you leave the general-delivery window (10), you . . .

walk on the sidewalk,

enter an elevator,
get off at the thirteenth floor,

go in to see the doctor, who
sends you to bed.

Study these key words, adding any personal associations you can think of,
until you know them as well as the first ten. When you feel you do, fill in the

following test:

Write the key word against its number:

13

Page 40



11
12
15

14

Double-check by placing the right number against the key word:

BED
SIDEWALK

FLOOR

DOCTOR

ELEVATOR

If you are certain you now know these new key words as well as the old
ones, prove it by the following time test. You should be able to fill all the
spaces below, without the slightest hesitation, in 1 minute. Time yourself

with a watch.

10
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11

14

12

15

13
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How long did you take?

At the first opportunity, have a friend write down, slowly, fifteen different
details for you to remember, telling you the number and detail as he writes

it. You will amaze him by recalling them.

Page 43



CHAPTER 10: A Shopping List You Can’t
F 0 [ g e t

Every day, as a person goes about their house, making mental notes of
things that must be ordered or replaced. A dripping faucet must be
tightened, a squeaky blind repaired, a sweater mended, a new supply of
soap put in. Yet at the end of a day, people often forgot to attend to several

of these items, just because each one in itself is trivial.

The Mental Filing System, used every day, will prove to be much more
convenient and reliable than the old-fashioned "household reminders" and

shopping lists. |

Take the problem of the shopping list. If you wait until just before you leave
the house to shop to write down what you need, you know what us ually
happens. You forget some one item—usually the very one you need most.
That means a second trip to the store. And every now and then, for you are
only human, you arrive at the store to realize that you have left your

shopping list on the kitchen table.

The use of the Mental Filing System instead of a written shopping list is the
solution to your troubles. You make up your list as you go along, and retain
it in your head. You can't leave it on the kitchen table. Errands, groceries,
and all needed household supplies are filed at the very moment that you
first notice a need for them. If you happen to be scrubbing the bathroom

sink when you notice that there is only a thin sliver of soap left, you file
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soap at once on your list of key words. You don't have to dry your hands or
hunt for a pencil to do this. When the mail comes half an hour later, you
remember you need stamps. You immediately hang stamps on its proper
key word and go about your work confident that when you go to shop,
everything you need will come to mind automatically, as you call up its key

word.

For the sake of practice, let us take a fairly typical grocery list and see how
the items, in spite of their similarity, may be filed reliably on the fifteen key

words we already know.

Imagine you are planning a chicken dinner for Sunday, and you will have to

get these things at the store:

Butter Strawberries
Eqgs
gg Vinegar
Milk )
Onions
Syrup Tomatoes
Bananas
Lettuce
Sugar Salad dressing
Flour

The butter has melted and is running all over the alarm clock. You attempt
to pick up the alarm clock, but it is so greasy with the melted butter that it
slips out of your hand into the tub of butter. You are oiling the works of the

alarm clock with butter. Alarm clock—butter.
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The eggs are broken in your pants pockets. You put your hand in the pants
pocket and get the sticky egg all over your hand. Then you wipe the egg off
on to the pants. Pants—eggs.

The syrup is running all over the chair. You sit down in the chair and the

syrup sticks you to the seat of the chair so that you can't get up. Chair —
syrup.

The sugar bowl is upset and the sugar is spilled all over the table and the
flies are buzzing around it. Your family sits down to the table and has

nothing to eat but sugar. Table—sugar.

Strawberries—ripe, red, juicy strawberries—are mashed all over the
newspaper. You probably mash the strawberries when you pick up the
newspaper. Your newspaper’s buried in strawberries. Newspaper—

strawberries.

You are pouring vinegar all over your automobile. In fact, you are washing
your automobile in vinegar. You run out of gas, so you fill up the tank of the
automobile with vinegar. A bottle of vinegar breaks and runs all over the

seat of the car. Automobile—vinegar.

Red, juicy tomatoes are splattered and mashed all over the policeman. You
realize a lifelong ambition and throw a tomato at the policeman, hitting him

square on the nose. Policeman—tomatoes.

Chickens are in all the compartments of the revolving door. As you go
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through the revolving door, the chickens fly up in your face. See the
feathers flying in the door. Maybe you mash a chicken in the revolving door

and it bleeds all over the revolving door. Revolving door— chicken.

A bottle of milk is broken in the mailbox and is running out all down the

sides of the mailbox. Mailbox—milk.

A bunch of bananas is hanging on the bars of the general-delivery window.
Possibly you sit in the general-delivery window every morning eating a

banana. General-delivery window—bananas.

See dozens and dozens of sacks of flour broken all over the sidewalk.

Sidewalk—flour.

There is a large urn of coffee in the center of the elevator with steam
arising from it. Everyone riding up in the elevator is drinking coffee.

Elevator—coffee.

The floor is covered with onions and people are sitting on the floor peeling
the onions and crying their eyes out. Your eyes begin to water from the

onions as you step on to the floor. Floor—onions.

The doctor is munching on a big head of lettuce. He holds the lettuce out to

you and says, "Let us eat more lettuce.” Doctor—lettuce.

You want to get into bed, but the bed is overflowing with salad dressing.

You are mixing a salad on the bed and pouring salad dressing on it. You
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are dressing when you see the bed covered with salad dressing. Bed—

salad dressing.

At your first reading of these associations you may feel that the images are
too much like one another to be easily remembered. But when you test
yourself, you will find that you have no difficulty in recalling them. We want
to forget this kind of list, anyway, just as soon as it has served its purpose,
and | believe you will find that one reading, without repetition, will fix it in
mind for several hours. Without studying the associations or reading the

list again, see how many of the items you can write in the spaces below:

1 9
2 10
3 11
4 12
S 13
6 14
7 15
8
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Chapter 11. How Salesmen Sdll Thelr
Memoriesfor Cash

A SALESMAN should find infinite value in the use of the Mental Filing
System, for all sales points and routine can be filed with it and remembered
just as easily as the shopping list in the last chapter or the list of the world's
largest cities. He may know his product thoroughly, but many a sale has
fallen through because the salesman was not able to present all the

principal sales points to a potential customer.

The manufacturer of a well-known make of oil burner asked me to give a
talk to his salesmen and see if | could suggest anything to improve their
selling technique. | opened my talk with a question: "Can any of you tell me
the ten selling points of your oil burner?" No one—not even the sales
manager— could oblige. They carried all kinds of literature explaining these
ten points in detail, and admitted they had tried to memorize them. Yet
frequently they would forget from three to six of them when a customer
confronted them. Several of the salesmen said they had lost important
sales through omitting one or two points. One told me he had once called
back to get an order from a man he considered sold on the oil burner only
to hear, "I bought another furnace because yours didn't have the safety
feature." The salesman protested that his product also had that feature and
tried to explain it, but the prospect had already signed an order with the

man who had remembered to bring it out in his sales talk.

| asked the sales manager to get his list of sales points and read them
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through to me once. | knew them cold in five minutes. The Mental Filing
System had helped me do in that brief period what the salesmen had been

unable to learn in several months.

This is the list of ten sales points about the oil burner that these men were

supposed to have at their finger tips:

Dependable

Clean

Economical
Safe

Continuous hot water

Long life
Trouble-free

Compact

Even temperature
Attractive

This is how | hooked the sales points on to the key words so the salesmen

could present their argument smoothly and in correct order:

1. Dependable (alarm clock). Nothing is more dependable than your
alarm clock. You depend on your alarm clock to keep accurate time
and you depend on it to go off at the time set. Good old dependable

alarm clock. The oil heater is as dependable as an alarm clock.

2. Economical (pants). You keep all your money—all your economic
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wealth—in your pants pockets. You have only one pair of pants
because you are economical, and your tailor cut them short to be

economical with material. They are economical pants.

Continuous hot water (chair). Hot water runs continuously over the
chair, A spigot is attached to the chair, and the water is so hot the
chair is continuously bathed in clouds of steam. When you sit on this

chair you are in continuous hot water.

Trouble-free (table). There is no trouble to this table at all. You can
take it apart and put it together without trouble. It's a trouble-free
table. See a big smiling face painted on the table top. The table is

trouble-free, just like the oil burner.

Even temperature (newspaper). The weather report in this newspaper
says, "Tomorrow: Even temperature," See a thermometer lying on the
newspaper with the mercury always at 72 degrees, an even

temperature.

Clean (automobile). Picture a spotlessly clean white automobile. You
are washing the automobile so clean that it shines. The automobile,

like the oil burner, is clean.

Safe (policeman). The policeman is the symbol of safety. He is sitting
on a safe, keeping things safe for you. He holds up a sign, SAFETY.
Or you see the policeman playing baseball and he slides into home

plate—he's safe.
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8. Long life (revolving door). The revolving door is lying on its side, and
it looks very long. Inside the revolving door are stacked piles of life-
insurance policies printed with large letters LONG LIFE. The
revolving door itself is made out of four giant-size red copies of Life

magazine.

9. Compact (mailbox). Your mailbox is very compact. You open up your
mailbox and a cloud of powder envelopes you from a lady's open

compact. Your mailbox is packed with compacts.

10. Attractive (general-delivery window). There are tracks leading up to
the general-delivery window. The tracks bring you to an attractive girl
sitting in the general-delivery window. You say, "l was attracted to
you. | followed your tracks." Look at her again. Doesn't she look

attractive sitting there in the window?

Of course, knowing these ten sales points is of no practical use to you, but
memorizing them in this way will be valuable practice. The fact that they
are so extremely abstract will help you when you come to filing points of
your own. If you are a salesman, a few minutes of applied application will
fix in your mind the sales points you want to retain about that automobile,
refrigerator, insurance policy, or whatever it is you are selling. So, for the
sake of practice, | strongly recommend your reading over the associations |
made for the oil-burner salesmen until you know them well enough to

attempt the following test:

Page 53



6th sales point

3rd sales point point

1st sales point point

2nd sales point point

10th sales point point

5th sales point point

8th sales point point

7th sales point point

4th sales point point

Oth sales point point

When you come to apply the Mental Filing System to the attributes of your
particular product, make your pictures large and as unusual as you possibly
can. You will be able to remember any number of items. Take your time.
They are facts you can use all year long, and it will pay you dividends to go
over them until you are sure of them. At the next meeting of salesmen, you
will probably be the only one to surprise your sales manager by reeling off

all the new sales features without an omission.
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CHAPTER 12: The Art of Forgetting the
R i1 g h't T hinggs

Back in 1885, the German scientist Hermann Ebbinghaus made the first
experimental studies in remembering and forgetting. What he discovered
then still holds true today—that using the common method of memorizing,
we forget forty per cent within twenty minutes and seventy -five per cent by
the end of the week! Doesn't it stand to reason, then, that if you are going
to bother to learn things once, you might just as well go to a little extra
trouble and protect your investment of time? You can do this easily by
repeating briefly what you have learned once a day for a week, and then

once a week for a month.

There have been men with a genius for memory, but their feats lie entirely
outside the experience of us ordinary mortals. Lord Macaulay could
memorize entire books at a single reading, Mozart as a boy wrote down the
score of an oratorio after hearing it once, and Dumas Pere never forgot
anything he had read. This course in memory training cannot claim to teach
you to duplicate such miracles. It is based simply on the laws of the
workings of the minds of normal men, and its success is due to the fact that

few people realize the potential powers of their thinking processes.

You and | remember only what we know, and we know only what we
remember. The art | can teach you is the ability to use to the best
advantage what you know, to be able to draw upon the great storehouse of
your memory when you will—at a moment's notice. The more easily you

can accomplish that seeming miracle, the farther and faster you will travel
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toward your ultimate success in life. And every step you are taking in these

pages is a long one in that direction.

This brings us to our next important consideration: what shall we take the
trouble to remember? We know of course that we neither can nor want to
remember everything. To make our memories serve us intelligently, we
have to be able to choose the things we want to remember and concentrate
on developing a selective type of memory. Dr. R. S. Woodworth, of the
National Research Council and Columbia University, after testing the
memories of countless subjects, has come to two significant conclusions:

That everyone has greater power of memory than he imagines.

That although intensive training produces great improvement in memory,
training does not develop the general faculty of memory, but simply

iIncreases the particular kind of memory job that is practiced.

From this you will conclude that to develop your memory in order to
Increase your personal efficiency you must first choose the kind of
remembering on which you want to concentrate. If you learn to memorize
poetry effectively, your friends may consider you more cultured and you
may get extra enjoyment out of life, but it will not help you to remember the
grocery list. Nor will strengthening your memory for geography or history

help you to remember names and faces.

To help you decide what kind of memory you yourse If want to cultivate, |
suggest that you get a piece of paper right now, and write across the top

the business or profession in which you are now engaged. Below that write
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the answers to the following questions. Take your time, thinking about the

answers carefully:

1. Do my activities bring me into constant contact with people?

2. Would cultivating a better memory for names and faces pay dividends

in my work?

3. Does my work necessitate my knowing many facts and figures?

4. Is a general cultural background of miscellaneous information

important in my work?

5. Outside of business, what specific kind of memory would | like to

cultivate for my own enjoyment?

6. Based on these questions, what kind of memory should | go about

developing first?

By studying your answers thoughtfully, you will have a pretty clear and

definite idea of what things you should make an effort to remember, and
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what you can afford to forget.

A surgeon, for instance, will want to remember the bones and tissues of the
body, the kinds of surgical instruments and their uses, the virtues of the
drugs and medicines in his materia medica, the history and development of
the art of healing, and most of what he has read or learned of the
achievements of other medical scientists. In addition, he will want to retain
enough of his non-medical reading to hold up his head in a general
conversation. If he is fortunate enough to have some outside interest, such
as collecting stamps or amateur photography, he will want to develop his
memory along that line too. He, like all men, will also find it advisable to
remember the dates of his wedding anniversary and family birthdays, as

well as personal data about his patients and colleagues.

With all this information and more to remember, wouldn't it be the height of
folly for him to waste energy remembering the precise date of Congress's
approval of the act authorizing the Reconstruction Finance Corporation?
You agree, of course, that the chances are a thousand to one against a

surgeon's ever requiring such information.

On the other hand, a lawyer, a politician, a banker, or an editorial writer
might be called upon to produce such an item at a moment's notice, out of
his head. Inability to do so might even appear a serious reflection on his

general qualifications.
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Chapter 13: Case History of a Memory and
How it Grew

At any time at all, our memory may be the very key for opening
opportunities we have long been seeking. You are familiar with the
common story of an unknown actor's quick rise to fame when he was able
to take over the leading role the night the star suddenly fell ill. Ethel
Barrymore got her first big chance when the stage manager discovered she
had memorized every part in His Excellency the Governor and was ready
to step into the leading lady's shoes at once. Toscanini, the great
conductor, was "discovered" the night he substituted for another conductor
on the spur of the moment. He, of all the men in the orchestra, happened to
know the score of the opera by heart because his eyesight was too poor to
depend upon the written score, and could mount the podium without
qualms. Neither Miss Barrymore nor Toscanini was born with unusual

memories—they simply made use of the mental powers they had.

Likewise, one of the most remarkable memory feats in history was
performed only a few years ago by a man who started with just a normal

memory, Dean Roscoe Pound of the Harvard Law School.

Roscoe Pound was in England when he was asked to deliver a series of
lectures on Interpretations of Legal History at Cambridge University. All the
references and source material from which he could take notes were in
America, two thousand miles away. The subject called for constant allusion
to cases, judgments, opinions, and laws, with lengthy verbatim quotations

giving the exact title, chapter, page, and even paragraph numbers of the
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books from which they were taken. Nevertheless, Dean Pound delivered

his lectures, relying entirely upon his memory.

Later, when it was possible to check a typescript of the lectures with the
material he had quoted, it was found that he had made only two errors—
two wrong page numbers, due to the fact that the type in the figures was

blurred!

A performance like this sounds incredible, until you discover how Pound
prepared himself for his career. Like Toscanini, he was cursed—or possibly
blessed—with poor eyesight. When he was still a very young man, in law
school, he began to fear early blindness. In spite of strong glasses and eye
exercises, the little circle of visibility on the pages of his law books grew
smaller and dimmer. Ahead of him he saw only a blasted career and a
tragically lonely life. Then he thought if he could make his mind substitute
for his eyes—if he could remember the important points he read, he could
carry his law books in his mind, and escape the constant references to the

printed page that tortured his ailing eyes.

He recalled a game he used to play with his sister, when they were
children. When they read together, out of the same book, the first to finish a
page would recite as much as possible of what he had just read. At first
they did it just for fun, keeping each other's score, yet in a short time they
had developed an amazing proficiency in remembering stories and whole
books. The secret was their concentration on "getting the sense" of each

page; the rest was just a matter of practice and repetition.
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So when Roscoe Pound found his eyesight failing, he began to memorize
his law books, becoming a living compendium of juridical knowledge. But

note that even he did not attempt to remember everything he read.

"Early in my effort to develop a good memory," he says, "l decided it was
important not to overload it with a mass of useless material. By that, | mean
matter that could be of no service to me in my work and daily life, or which

at the best would only be of occasional service."

So the answer to the question, "What shall we take the trouble to

remember?" asked in the last chapter, is this:

Decide what kinds of facts and material are going to prove most useful to
you in your professional or personal life, and concentrate on developing

your memory for these.
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Chapter 14: How to Speak in Public Without
Notes

Teachers of public speaking are always warning us in thunderous voices
against memorizing speeches. And they are right. Did you ever listen in
agony to a man reel through a talk he had spent hours committing to heart?

His whole attitude notifies you at once of three things:

1. that he is scared to death of you
2. that he will consider himself lucky to be alive and breathing at the

final period

3. that he will be overwhelmingly grateful when the whole thing is over

and he can make his escape.

And you, the audience, react in a perfectly natural and human manner: you
are exasperated with him, irritated and resentful that he has forced you to

witness his sufferings.

Yet the chances are that when it comes your turn to make a speech, you
will make the same error. You will write out your talk beforehand, learn it all
by rote, and recite it out loud until it has lost all of its freshness, all of its

surprise, and all of its meaning.

Why do we persist in falling into this familiar trap when we know better?
Simply because we are afraid of forgetting. We lie awake at night racking

our souls with clammy visions of what will happen if we cannot remember
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the speech when we get up to deliver it. And we overlook the all -important
fact that it is the content of the speech, the general outline, that we want to

remember, and not the exact wording or the exact phrase.

Making a speech from a written outline, or from notes, is a little better than
reciting from memory, but not much. Notes advertise the fact that you have
prepared your speech in advance, and that destroys the happiest illusion
with which a speaker can beguile his audience —the illusion that the entire
talk is spontaneous, and has arisen as a sudden collaboration between the

speaker and his listeners.

Now, naturally, talks must be prepared. You must know what you are going
to say, what ideas you are going to get across, and what points you are
going to cover. But the exact wording of these ideas should be left to the
moment when you come face to face with your audience. What you say
then may not pass the most rigid tests of grammar or oratory, but you will at
least be natural, unstudied, and spontaneous. Remember, it is infinitely
better to grope occasionally for a word, or to throw in a couple of "ers," than
it is to be flawlessly correct and sound like a well -rehearsed phonograph
record. Your audience will forgive practically anything in the world, if you
are human and interesting, but they will never forgive the inexcusable crime

of boring them.

But if you're not allowed to memorize your speech or read your talk, and
you're not permitted to use notes, how can you possibly mount that
platform with the calm assurance that you will remember everything you

wanted to say? By using your Mental Filing System and filing the outline of
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your talk on your mental hooks.

Does it work? Let me quote a passage from Dale Carnegie's book, Public
Speaking and Influencing Men in Business, where he cites the method

used by Mark Twain:

“The discovery of how to use his visual memory enabled Mark Twain to
discard the notes that had hampered his speeches for years. Here is his

story as he told it in Harper's Magazine:

‘Thirty years ago | was delivering a memorized lecture every night, and
every night | had to help myself with a page of notes to keep from getting
myself mixed. The notes consisted of beginnings of sentences, and were

eleven in number, and they ran something like this:

In that region the weather—
At that time it was a custom—

But in California one never heard—

Eleven of them. They initialed the brief of the lecture and protected me
against skipping. But they all looked about alike on the page; they formed
no picture; | had them by heart, but | could never with certainty remember
the order of their succession; therefore, | always had to keep those notes
by me and look at them every little while. Once | mislaid them; you will not
be able to imagine the terrors of that evening. | now saw that | must invent

some other protection.
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So | got ten of the initial letters by heart in their proper order —I, A, B, and
so on—and | went on the platform t