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More praise for THE BUSINESS OF MEMORY

“Frank’s technique is truly comprehensive, affecting the way we think across all forms of information. His Three-Dimensional Approach helps college students improve their study skills and grades in all academic disciplines.”

—JAMES MCGOWAN, associate provost, Adelphi University, Garden City, New York

“Frank Felberbaum is a mind master. Our students placed on national and international levels in the Memory Olympics because of Frank’s unique program.”

—CAROL A. LISA, superintendent, Englewood Public Schools, Englewood, New Jersey

“He who hesitates—or forgets—is lost in today’s fast-paced, high-pressured business environment. Frank has helped hundreds of HIA members develop pragmatic memory improvement techniques to provide the elusive ‘competitive edge’ we all strive for. Now, through his book, a broader audience will benefit from Frank’s knowledge and insight into the power of the human mind.”

—MARCY TUBLISKY, former executive director, Hauppauge Industrial Association (HIA)

“Wow! This book is a gift that will enhance your life. The Business of Memory provides hundreds of tools to improve your memory skills so that you can be more influential in the business world. It’s a valuable resource to refer to over and over again because it has so many treasures, so many secret tools for success.”

—JOSEPH MORGUESS, PH.D., former school psychologist and human relations trainer for the City of New York and the New York State Education Department

“The techniques Frank Felberbaum teaches in his book have proven essential to the success of my many client relationships.”

—VICTORIA M. USLANER, sales manager, Four Seasons Hotel, Paris
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Since memory is composed of the past, present, and future, I would like to first dedicate this book in honor of my parents, Max and Ann Felberbaum, who during their lifetime provided me with a wonderful childhood filled with love and devotion. They will always be in my heart and memory.

To my wife, Jeanie, who has been my love, my best friend, and my true inspiration to write this book. This work is the culmination of the joy she has brought to my life all these years. My love for her is infinite.

To my son, Bob, and my daughter, Nancy, whom I love with all my heart and who have always been supportive of my ideas.

To my grandchildren, Catherine and Morgan: I love you very much. You are the memory of the future.
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FOREWORD

I first met Frank 35 years ago in Geneva, Switzerland. We were both working for Investors Overseas Services (IOS), he as sales training manager and I as a consultant. IOS had become world famous as a giant financial conglomerate with representatives spread across the globe.

As I sat in the back of the conference training room watching Frank go around the large, U-shaped configuration of tables and chairs, asking each of 100 participants from around the world to stand and introduce themselves by stating their names and countries of origin, I thought, “Why is he wasting all this precious time?” (I had taught countless instructors in my train-the-trainer workshops to dispense with introductions if the group has more than 16 participants.)

Frank then launched into the dos and don’ts of honing your memory: look for memorable associations between the name and the person’s permanent characteristics (shape of head, size of nose, mouth, eyes, etc.) and avoid associations with transient characteristics such as clothes, eyeglasses, or hairstyle (all of which could change by the next time you see the person).

At the end of the session, Frank again went around the large conference room, this time remembering each person’s name from the introductions he had orchestrated an hour earlier.

“I’m sure you’ll find this useful when meeting with clients and prospects whom you haven’t seen for months. Won’t you, Jean-Claude Vignerole? Won’t you, Hans-Peter Wolframshause? Wan Cho Lee? Jose Carlos Lopez? Dieter Schmidt? Ahiko Tanabe?

“How about you, George Foster? Dirk Hendrik van Loon? Olufemi Oyewole? Giorgio Ambrosetti? . . .” and so on.

There were 100 names. Frank remembered 99 of them, missing the easiest one: Eric Bell. That didn’t stop the class from standing and giving Frank a large round of applause. “Evidently this stuff works,” commented the fellow sitting next to me.

After IOS closed its doors, Frank stayed on in Geneva, where he established his Memory Training Institute. He began to successfully market his unique memory systems to major corporations based in Europe and Asia. When Frank finally decided to return home to New York City, I invited him to join forces with me at my prospering management training company, Training House, Inc. He was consistently one of our most successful marketing consultants and worked closely with major Fortune 500 companies. You see, each sale of a management training program meant that Frank got to facilitate each workshop, and he is a superb instructor, speaker, and humorist. (In truth, it is the lure of an audience that is Frank’s prime motivation in making a sale. Ah, the smell of the greasepaint, the roar of the crowd!)

Indeed, during the several years that Frank was with Training House, memory training had become a major request of corporate clients. Since Frank was the only one who could provide such training, and since I was moving our offices to Princeton, New Jersey, we agreed to go our separate ways.

Seven years ago, Training House held its annual associates meeting in Princeton. I invited Frank to be our main speaker and to give us a lesson on memory. Since associates come from around the world, we provided name tent at each seat. What could Frank possibly memorize?

He provided the answer: Send a list of their names, along with their addresses, phone numbers, hobbies, favorite restaurants, and the names of their spouses, kids, and pets. I sent him the list a week before the meeting.

Of course, Frank dazzled our associates. He used the demonstration to illustrate his guidelines for developing memory of all types of vital business information. He then taught everyone how to do the same thing! As I watched him perform, I had flashbacks to a day in Geneva some 30-plus years before. It was, as Yogi Berra said, “déjà vu all over again!”

More recently, I’ve watched Frank on PBS television interacting with his host, Alan Alda of M*A*S*H fame. It was fun to see these two consummate communicators playing off each other. The subject? Sharpening your memory, of course.

That’s what this book will do for you. Enjoy!

Scott B. Parry, Ph.D.

 

Scott B. Parry, Ph.D., is professor of communication at Mercer County Community College in West Windsor, New Jersey. He is a member of the Human Resources Development Hall of Fame, and he serves on the board of directors of the American Society for Training and Development. Dr. Parry is the author of four books on management development and train-the-trainer techniques and of many published courses in instructional technology.


INTRODUCTION: HOW I BECAME THE “INDIANA JONES OF MEMORY”

I took my first step on the road to becoming a memory expert when I was still in college—and for a very simple reason: I was afraid of failing.

For me, high school was a breeze. With only minimal effort, I could master the material, do the basic amount of studying, and get good grades. College, though, was a different story. I started out confidently enough, but soon I felt overwhelmed by the amount of material I was suddenly expected to deal with. My grades started falling. Since I had to keep my average up to stay in school, I naturally became concerned.

I now realize that my situation was no different from that of thousands of other students who face a temporary struggle as they make the transition from high school to college. But at the time, I was nervous and wanted to take some kind of positive action. I’d seen an ad for the School of Memory and Concentration, and I had a sneaking suspicion that improving my memory might bring my grades up. So I enrolled.

It was a decision that would change my life.

As it happened, the school was run by the late, great Bruno Furst, Ph.D., the original memory guru in the United States. He’d brought the system over from Europe and turned it into a 10-week program consisting of just one 2-hour class a week.

My confidence in my own powers of memory and concentration improved right away, and I could see an immediate difference in my performance at school. Still, I didn’t expect what happened next. About halfway through the course, Dr. Furst came over to me and told me that he considered me the perfect memory student. Would I be interested in continuing beyond the program, working with him to expand the field of memory training?

At the time, I had just switched my major from engineering to cognitive psychology, the study of how we learn, so Dr. Furst’s offer couldn’t have come at a better time. I was thrilled to accept his invitation, especially because I found the field of memory more exciting than any other subject I’d ever studied. The minute I saw what a powerful tool memory could be, I became totally entranced by it. Sometimes it seemed to me that I ate, drank, and slept memory!

What I liked most about taking Dr. Furst’s initial course was that it made me feel successful, so I said to myself, “Improving the memory must make other people feel successful, too.” Perhaps that was the moment when I had my first inkling of what was to become my life’s work: applying the power of memory to the world of business.

I went on to appear with Dr. Furst on his television program and demonstrate his techniques with him at various universities. I did graduate work in New York City and later at the University of Geneva in Switzerland. There, I had the privilege of attending lectures given by world-renowned cognitive psychologist Jean Piaget, Ph.D., famous for his studies on children’s memory and head of the department in which I was enrolled.

I enjoyed the academic world, but I think I knew even then that I wasn’t particularly suited to it. I found business a much more satisfying and exciting field of study. I went to work first as a sales manager, then as director of training and development for a major financial services firm based in Geneva, a position that enabled me to travel worldwide and learn about marketing, strategic planning, and training technology. With this international business experience under my belt, I was then prepared to establish and apply my memory systems and techniques to a corporate environment.

I began to develop my own niche in the memory field, which eventually became the “business of memory.” After I developed the business applications for my technique, I started my own memory-training institute in Geneva. Now that Dr. Furst had left, there was virtually no memory training in Europe, and the methods I taught at the institute caught on quickly. I worked with many international companies based in Geneva, giving presentations that were simultaneously translated into three or four languages. (I had to learn to slow down my speech and control my New York accent so the translators could follow me!) I also took my system on the road, traveling around the world to share my discoveries with employees at corporate outposts in Asia and Africa, often giving programs in countries torn by famine, riot, and revolution. I’ve given my workshops in the midst of jungles and in cities where my presentations were punctuated by the not-too-distant sounds of gunfire and explosions. Wherever my clients needed me to go, I went.

I vividly recall the workshop I gave in Indonesia in 1969, during the weeks when President Sukarno’s rule was being threatened by riots and massive uprisings. As bombs went off in one part of Djakarta, I was in another neighborhood, wearing my three-piece suit in the 110-degree heat and training a hundred Indonesian sales reps in a tiny room cooled only by the faint breeze of a single fan. On that assignment, I had a bodyguard sleeping outside my room each night, and I breakfasted each morning on 100-year-old eggs and chicken saté cooked for me on an open fire in the courtyard.

Another client took me to Kenya to meet with his sales reps in a hunting lodge not far from the lodge owned by movie star William Holden. Somehow, the local people discovered I was there, and I ended up developing a program to help a nearby tribe preserve the memories of its own history, as modernized young people were beginning to forget the remarkable oral-memory techniques their community had developed over the centuries.

It was somewhere around this time that I started to be called the “Indiana Jones of memory”—and I have the hat to prove it! But beyond the adventures of traveling and meeting new people, I found it terrifically exciting to discover how well memory enhanced virtually every aspect of the business world. Sales training, management development, time management, negotiations—these fields and many others benefited when people’s memories improved. I began to see that memory was at the center of virtually every business activity—communication, supervision, strategic planning, and more. When a few people’s memories improved, their individual performances took a giant leap forward; when many employees’ memories improved, the whole company was transformed.

I loved those early years of developing my program, but by the mid-1970s, I realized that my kids were getting older, and I wanted them to grow up in the United States. So my family and I returned to New York City—just as the “training revolution” was beginning here. Suddenly, every corporate entity was starting training programs, so offering memory training fit right in. I worked with Scott Parry, Ph.D., chairman of Training House, Inc., a business-oriented publisher and consulting firm, and he became my second mentor. Then I went on to set up my own corporation, offering the Business of Memory Training Program and the Three-Dimensional Memory Training System that I use today.

As I worked with thousands of clients in virtually every type of business, I began to realize that the problem wasn’t so much that people’s memories were bad. They were simply overwhelmed with information, much as I had been when I was in college. Throughout the past three decades, I’ve seen people’s workloads increase exponentially. If you compare corporate practices of today with those of the 1970s, you see immediately that employees, managers, and executives are expected to deal with double and triple loads of work, vastly increased amounts of responsibility that likewise increase their stress. In today’s current climate of downsizing and corporate cutbacks, people’s careers depend on how well they handle enormous quantities of information—and once again, the key to doing well is memory.

In my years of working with sales reps, CEOs, middle managers, and a host of other professionals, I’ve come to see that memory is a catalyst that affects all other capabilities, energizing and enhancing virtually every business skill. Our ability to communicate, negotiate, sell, solve problems, make decisions, serve our customers, market our wares, create new products, formulate strategic plans, budget, and manage our departments is directly dependent on how much data we can remember and apply to the business world around us. Moreover, in today’s world of huge conglomerates, we need our memories simply to remain aware of the vast amounts of vital information that must be disseminated within companies. I was pleased to see that in a recent article in the Harvard Business Review, appropriately titled “Change without Pain,” Eric Abrahamson argues that every organization needs a chief memory officer. He writes, “Only by remembering the past as we tinker and kludge can we avoid making the same old mistakes—and take advantage of valuable opportunities.”

I couldn’t agree more. All I can add is that my program will do wonders for your own ability to remember the past—and anything else you want to remember. With just a little time and the willingness to try something new, you’ll be amazed at what you can accomplish.

I’d like to conclude with one of the most inspiring stories I’ve ever encountered in the course of my nearly 30 years in the field. It took place about 10 years ago, but naturally, I’ve never forgotten it!

The story began when I was teaching my memory program to a group of a hundred lawyers. Even in a large group, I like to get to know as many of my students as I can, so when one of the lawyers called me six months later, I immediately recalled his angular face and bright red hair—although I was surprised when I found out why he was calling.

“Frank,” this high-powered attorney said cheerfully, “what are you doing for lunch? I’d like to take you out to the best French restaurant in town!”

“Why?” I asked, bewildered. Granted, I’d gotten along well with this guy, but why in the world would he want to take me to an expensive lunch?

The lawyer, whom I’ll call Al, simply laughed. “I’ll tell you while we eat,” he promised. “See you at one.”

So off I went to Lutèce, which at that time was New York’s top French restaurant. Al was an expansive and generous host, ordering the best items on the menu for both of us, with plenty of champagne, wine, and even an after-lunch liqueur.

“I have to know,” I said finally, as the waiter cleared the last of the dessert settings from the table. “Why are you treating me so well?”

Al smiled. “Do you remember when you taught us that memory is based on paying attention? Specifically, you said—and I’ll never forget it—that we had to learn how to observe things very carefully and notice the patterns, the things that jump out at us.”

I nodded. Paying attention, along with visualizing and associating, are the cornerstones of my memory system.

“Well,” Al continued, “I was working on a contract, and it was 100 pages long—a length I would have found pretty intimidating, let me tell you, before I took your course. There was a lot of money riding on this contract, too, and I was in charge of the account. Talk about pressure!”

I nodded again. These were exactly the types of situations for which I had designed my memory system—applying the principles I had learned from my mentors to the daily challenges and demands of the business world.

“Well,” Al went on, “by paying attention to the contract, I noticed that the crux of the deal was contained in a particular seven-page section. So I took your system and processed every single element of that section—each piece of information, all the connections between the information, how this information mattered to each side. Just as you showed me, I turned the information into a story so I could hold it all together in my head.

“The meeting began. I just sat there. I let everybody else talk about everything else, while I didn’t say a single word.

“Then, when this crucial section came up, I got up and started quoting word for word from the contract—numbers, phrases, dates, everything. I recited it all so easily and so well, it looked as though I’d had it in my memory for years. At that point, I noticed that everybody in the room was staring at me. And I knew I had the power! I had information power! Because I knew this part of the contract so well, they assumed I knew the whole contract this way. They perceived me as this all-powerful attorney who probably had a photographic memory and could remember anything and understand it and use it effectively.

“Well, Frank, I’m here to tell you, we got the contract. It was worth $300,000 to me—and it’s worth the best lunch in town to you!” And darned if he didn’t take me out to lunch every year for the next three years!

I don’t expect you to take me out to lunch, but I will be pleased to think that reading my book has helped improve your business memory, giving you the kind of information power that my workshop gave Al—and so many others. Welcome to the wonderful world of memory! I’m delighted to share with you the fruits of some 30 years of helping people in business learn, understand—and remember. I’ll leave you with one final thought: If information is power, then memory is superpower.


PART I

GET TO KNOW YOUR BRAIN


CHAPTER 1

IMPROVE YOUR MEMORY—IMPROVE YOUR PERFORMANCE

Would you be surprised to learn that you have a photographic memory? Well, you do! The problem is that it lasts only one-tenth of a second—hardly long enough to do you any good.

That’s the bad news; now here’s the good news. With my Three-Dimensional Memory Training System, you can extend that retention time considerably, vastly expanding the amount of information that stays within your brain. You’ll remember more information, more accurately, and for a longer period of time. You’ll be able to access the facts you need when you need them. You’ll be able to remember anything you want, from a client’s name to the amount he spent with your company last year; from the gist of this morning’s training seminar to the high points of last year’s annual meeting; from the price of your company’s stock last fall to the projected earnings of your competitor next spring.

And here’s the best part: You’ll never again worry about forgetting an important fact, concept, name, or idea. What you want to remember, you will remember. Just imagine how that simple ability to trust yourself will exponentially increase your effectiveness at work.

Lou, for example, was a business development executive at Turner Corporation, a multimillion-dollar, New York City–based firm that builds hospitals, hotels, and office buildings. When he enrolled in my Business of Memory Workshop six years ago, he was already doing well, but he—and his company—thought he could do better.

“It’s not that I have a bad memory,” Lou told us during the round of greetings on the first day of the workshop. “But there are times when I’m working with a client, and I have the feeling that there’s something else I should remember. Some special need they have that would help me clinch the deal. Or, on a personal level, remembering the names of my client’s kids. That kind of thing makes a big difference.”

Around the room, Lou’s colleagues were nodding. They, too, were all successful, but improving their memories might give them that extra boost that makes the difference between a good year and a great year.

Obviously, their employer agreed—that’s why I was there. Turner is only one of nearly 200 major corporations where I’ve taught the secrets of my Three-Dimensional Memory Training System to some 200,000 employees, managers, executives, and small business owners in a wide variety of enterprises. The series of workshops I held at Turner helped Lou and his colleagues recall and apply information about their clients and prospective clients, which in turn made them more effective negotiators. Not only did the Turner staff go into negotiation sessions better prepared, they also impressed their negotiating partners with the care the Turner side had taken to master the issues.

Or consider my experience at Hauppauge Industrial Association (HIA), where I’ve conducted numerous programs since 1997. This Long Island–based business organization includes more than 1,000 local companies engaged in a wide variety of industries. Under the auspices of former executive director Marcy Tublisky, I offered workshops to HIA members that helped them recall data, remember regulations, assimilate written information, and improve their recall of names and faces. It wasn’t only that my workshops helped HIA members remember more facts more quickly and more easily. It was also that developing these new memory resources gave employees an enhanced sense of confidence and power, enabling them to work more efficiently, take more initiative, and exercise more responsibility on the job.

Here’s some more good news: My system is easy. It’s fun. And it takes very little time. All you need to do is master the basic concepts and practice them. You’ll be amazed at how much you can accomplish once you begin.

THREE SIMPLE STEPS TO A BETTER MEMORY

Improving your memory is easier than you think. All it takes is three simple steps.

Step 1. Concentrate and experience an event fully (pay attention). Walk into every important event with your eyes open and your brain on alert. You’ll learn to notice key people, facts, and concepts—and noticing is the first step in remembering.

Your mind can operate with all the power of a laser—but you have to focus your brain and bring your mental energy to bear. If you pay attention to the people you meet, the facts you learn, and the words you read, you’ll be astounded at how rapidly your concentration grows.

Step 2. Convert the experience to a form that can be stored (visualize). Our mind’s eye is more powerful than we imagine, but if you want to take advantage of that power, you have to use it. Once you convert an item into a visual memory, you’re far more likely to retain the memory.

Step 3. Connect the experience to other information (associate). We remember information that means something to us—and forget information that doesn’t. Connecting new data to facts, feelings, and ideas to which we already feel connected is the key to remembering what we learn.

Scientists estimate that most of us use only 1 percent of our conscious brainpower. Staff at the New York Marriott Marquis soon learned about the awesome results they could achieve when using more of their brainpower. I taught them techniques that enabled them to remember every guest, their likes and dislikes, and their needs and interests so that the staff could go the extra mile to provide a wonderful hotel experience. In response to my training, management came to realize the importance of guest recognition and incorporated some of my approaches into their reservations software. As a result, during the eight years since my workshops, the New York Marriott Marquis has had the highest corporate sales in the entire Marriott system, along with one of the highest occupancy rates and most profitable hotel operations generally. Employees are clearly happier as well, since the New York operation has one of the lowest rates of employee turnover in the chain. Michael J. Stengel, the hotel’s general manager, noted that he was able to recall the names and faces of more than 1,000 of his employees thanks to my training.

Another alumnus of the Business of Memory Training Program is Dan Flannery, vice president and area general manager of the exclusive Ritz-Carlton Hotels in New York and Boston. Flannery has taken the use of my system to the next level, training members of the Ritz-Carlton Battery Park Hotel arrival team—the door staff, bell staff, concierge, and front desk personnel—to recognize every guest and recall specific information about them in order to create an immediate feeling of welcome at check-in. We linked this training to the Ritz-Carlton’s “20 Basics of Hospitality” and “Three Steps of Service,” to reinforce their unique approach to their guests.

My hotel clients were primarily interested in remembering people. My student Theresa, on the other hand, was seeking a more integrated approach to memory in which she could pull together diverse facts and figures from many areas to boost her business effectiveness. Theresa worked at a Boston-based investment corporation, where my memory techniques helped her win a key promotion. While attending a weekly planning meeting, she brought to mind the details of a competitor’s successful strategy to move into the international market—a “memory moment” that led to her spearheading the team responsible for proposing her company’s new global department. She’s now head of that department—and all because she could remember details precisely when she needed them.

Following my four-step program will not only enable you to remember more, it will also:

Vastly increase your overall efficiency. Like Theresa, you’ll be able to bring up the facts, figures, and concepts that apply to a situation at exactly the right time. How often have you remembered necessary information an hour, a day, or even a few weeks after you might have used it? Well, say goodbye to those days—now the information you seek will always be at your fingertips.

Improve your communication skills. When you know how the brain and memory work, you know how to present information in the way that’s most compelling for your audience. A few years ago, I went on a four-city tour sponsored by Restaurant Business magazine to teach some of the largest restaurant group owners in the country about menu design. What does a memory performance expert know about appetizers? Not much—but I do know how the human brain likes its information served up. A menu is no different from a business memo: Both present information in a way that’s designed to stick in the reader’s memory. The clearer the communication, the more crab cakes you’re going to sell!

My techniques helped the restaurateurs organize information in clear categories so that customers could easily identify the types of food available. What had once been a confusing “appetizers” section was now broken down into hot hors d’oeuvres, cold hors d’oeuvres, soups, and salads, each described in appetizing language that modeled for the customers how they might remember the meal after they had finished it. Within weeks, the owners noticed increased sales of items that had never moved before—and all because my menu design helped customers grasp and retain the choices that were available. You can apply these skills to your own creation of memos, oral presentations, and written reports.

Enable you to argue more convincingly. Bryan was a television executive who’d been trying—and failing—to convince his boss to give him a raise. Using my system, he put together a bulletproof presentation that drew on key incidents over the previous two years, helping his superior recall just how many times Bryan’s skills had made a crucial difference in programming decisions. Instead of a general set of arguments, Bryan came armed with a specific list of contributions he’d made, including the names of programs, dates they’d aired, costs they’d incurred, and ratings they’d won. Bryan’s boss was impressed with both his past performance and his seemingly unlimited ability to talk about their company’s recent history in vivid detail. She boosted his pay by an astonishing 30 percent—and Bryan went on to use his new powers of presentation as she expanded his contact with clients and producers.

Allow you to take full advantage of all your years of experience. What is experience, if not memory? When a lawyer with 20 years of experience looks at a tricky corporate tax problem, she sees something very different than does the associate sitting next to her. The veteran is able to apply her experience with all the other tax problems she’s seen—but only if she can remember them. Increase your access to the events of the past, and your experience counts for more. Remember more about what you’ve learned, and your problem-solving skills skyrocket.

Position you to become a key player in your organization. When I started giving these workshops nearly 30 years ago, I’d mention “job security,” and my students would nod respectfully. Now, when I say those words, it’s not unusual for executives of all ages to burst out laughing. “These days, job security is only as strong as last quarter’s balance sheet,” one of my clients commented recently. The words were all the more striking because he was a highly placed executive at an apparently profitable company—yet clearly, he was worried about keeping his position. He felt considerably less worried, though, after taking my workshop.

“As long as I can remember so much about what my department is doing and bring it to bear at the right moment, I’m in good shape,” he told me. “In fact, sometimes I’m the only one who remembers how a meeting proceeded or what a new client asked for—which pretty much makes me indispensable!”

MASTERING THE THREE BASIC MENTAL FUNCTIONS

One of my goals when I teach a workshop is to demystify the process of memory. I’ve noticed that many people consider memory a mysterious, almost magical operation, something that “happens” to you. If you’re lucky, many people assume, you are blessed with a good memory. If you’re unlucky, you’ve got a bad one. Either way, what you remember is what happens to “stick” to you. A good memory is simply more “sticky” than a bad one.

Nothing could be further from the truth. Memory is not a passive experience but rather an active process, something you consciously choose to do. People with good memories are simply more active than those with poor memories. They apply more concentration and attention to each new experience. They visualize the information they’re given, making it real, concrete, and meaningful to themselves. Moreover, they associate the information they learn with other information that they already know, multiplying exponentially their chances of retrieving it. They take a positive, proactive stance toward their memories—and as a result, they remember more.

Of course, with my system, they—and you—could recall still more. Once you’ve taken hold of your memory’s reins, so to speak, you can learn some helpful techniques for steering the wagon. But the first step is to review and become familiar with the three basic mental functions on which memory relies.

1. Paying attention. How can you remember something if you never even noticed it in the first place? How can you keep something in your memory if you didn’t observe it closely when you had the chance? The first key to remembering is to pay attention to that which you seek to remember. In chapter 4, I’ll show you what it means to actively observe, concentrate, and pay attention, along with exercises and practices that will help you understand and master this skill.

2. Visualizing. Did you know that the portion of the brain devoted to visual information is at least twice as large as each of the portions concerned with the other four senses? We take in information in all sorts of ways, but we remember it through our mind’s eye. In chapter 5, I’ll teach you how to convert a wide range of information into visual images so distinct and vivid that you’ll never forget them.

3. Associating. One key way to retrieve new information is to connect it to old information. Then, when you want to pull out the new data, all you have to do is call upon the old. For example, if you’re trying to remember someone’s name, you’ll have a far easier time recalling it if you remember that your cousin has the same name. You have myriad associations with your cousin but only a few with your new acquaintance. Once you link them, however, you enhance the new name with old memories. As a result, you’ll be far more likely to recall it at will. In chapter 6, I’ll teach you ways to do this as well as give you techniques for associating the visual images you created in chapter 5. The combination of visualization and association is unimaginably powerful.

THE FOUR ZONES OF INFORMATION

Once you’ve mastered the three basic mental operations that produce memory, it’s time to apply them. In business, there are four zones of information in which you tend to operate.

1. People information. How many times have you wished you could remember the names of new clients or associates whom you meet or that you were better at linking names to faces? Don’t worry—once you’ve read chapter 7, you’ll easily be able to do this. You’ll also learn how to relate key details about a person—such as job title, hobbies, and family information—to the new name and face.

2. Spoken information. Sitting in a meeting, talking with your boss, or even engaging in a brief conversation in an elevator—all of these are occasions on which it’s highly useful to recall the words that somebody said. Many of us have trouble remembering oral information because words, once spoken, are so fleeting. That’s precisely why we need good strategies for committing such words to memory. I’ll share those strategies in chapter 8.

3. Numerical information. In our digital world, we’re deluged by phone numbers, stock prices, sales figures, and a host of other types of numerical information. Whether you’re a “word person” or a “numbers person,” you’ll find it helpful to recall figures when you need to—and in chapter 9, you’ll learn how.

4. Written information. How many times have you found yourself trying desperately to recall the basic facts, concepts, or details in a report, magazine, or contract that you read only a few weeks ago? Well, once you’ve read chapter 10 and mastered the techniques there, you’ll be able to call written information to mind whenever you like, with no worry about missing data.

HOW TO GET THE MOST FROM THIS BOOK

As you can see, I’ve organized this book according to mental operations first and then zones of information. I’ve also included a chapter on the science of memory (chapter 2) and a self-diagnosis (chapter 3) so you can see how you rate in each of the categories that the chapters cover.

My suggestion is that you read the chapters in order, since I’ve constructed the book so that each concept builds on the previous one. Although it’s possible to isolate some of the material, memory works better as a synergistic whole, with each aspect reinforcing every other one. Thus, I encourage you to work your way through the book chapter by chapter. You’ll get the most out of it if you do.

I’ve also filled each chapter with exercises and practices that demonstrate how each concept works and give you an opportunity to master it. Exercises are one-time efforts that are merely meant to make a point. Practices, in contrast, are intended to build up your “memory muscles.” With each activity, I’ve suggested when to use it and how often to repeat it.

Finally, I encourage you to remember that while everyone’s memory works according to the same basic principles, each person’s memory is different. You don’t face the same challenges that I do, nor does your colleague, your client, or your boss. Only you can really understand how your own memory works—and the more you do understand, the more you’ll be able to improve.

There’s a story I like to tell when I begin a workshop, concerning a conference I was invited to in Chicago. I was planning to be there for several days, so I thought I’d take two suits and two sports jackets, which I duly had dry-cleaned beforehand. I took the clothes home, put them in my suitcase, said goodbye to my wife, and took a taxi to the airport.

I got to JFK in plenty of time for my evening flight, but for some reason, I felt nervous. Almost without thinking about it, I checked my suitcase and realized suddenly that I’d packed the four jackets—but no pants. Although I usually keep my jackets and pants together, the dry cleaners had separated them, and when I’d grabbed one set of hangers, I’d somehow ignored the other. The clothes I was wearing to travel were not at all suitable for the business meetings I’d be attending, and I had only an hour and 20 minutes to
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