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The 4-H Communication Skills Program is a new term that covers several commu
nication skills projeCts. It is an umbrella title intended to stimulate 4-H members to 
participate in new as well as traditional 4-H communication activities. The familiar 
activities that now come within the 4-H Communication Skills Program are: 

Demonstrations and illustrated talks. 
Youth-in-Action presentations. 
Public speaking. 

In addition, vou mav wish to trv one or more of the following new kinds of activities: 
Developing slide presentations. 
Working on radio programs. 
Writing for the news media. 
Designing and building exhibits. 
Preparing graphics. 
Working on television programs. 

This guide focuses on the more familiar communication projects. 

Appearing before a group may seem difficult or 
frightening but you can learn to be a good speaker. 
An effective public presentation is based on facts and 
first-hand experience. Your 4-H project work and 
other activities have given you a background of valu
able information. Through study and practice, you 
can use these experiences to develop skill in commu
nicating your ideas. 

Sell Your Ideas With 

A DEMONSTRATION, in which you show how to do a 
skill as you explain why each step is essential (pages 3 
to 4 ). 

An ILLUSTRATED TALK, in which you communicate 
ideas with the aid of a flannel board, charts, title 
cards, slides, models, photographs, a chalkboard, or 
actual objects (pages 3 and 4). 
A YOUTH-IN-ACTION presentation, in which you help 
your audience learn by getting them involved in your 
presentation. There is dialogue between you and your 
audience; there is two-way communication (page 4 ). 

A SPEECH or more formal talk in which you aim to 
increase knowledge or change attitudes. (Refer to 
member's manual, "The Organized Public Speaker, 
You.") 
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Goals to Work Toward 

The goals of any presentation are: to generate 
interest which will cause the audience to take action 
of some kind; to add to the knowledge of your lis
teners; or, to change their attitudes. Although the 
primary aim of your presentation is to inform others, 
there is something in it for you too. Making a presen
tation helps you to: 

o Improve your speaking ability. 

o Think on your feet and express your thoughts 
logically. 

o Perform a service to the community by dissemi
nating information. 

o Organize ideas and be creative in presenting them 
to an audience. 

o Use your initiative in gathering accurate and reliable 
information about a subject which is of interest to 
you and your audience. 

Choosing a Method 

Demonstrations, illustrated talks, Youth-in-Action 
presentations, and formal speeches are different kinds 
of presentations. Each type has a place in a meeting. 
Your purpose will determine the type you use. 



Demonstration 

A demonstration is 
DOING. 

A demonstration is 
SHOW HOW. As you show 
how, you tell what you 
are doing. 

In a demonstration you 
MAKE something or DO 
something. There is always 
a finished product. 

The key phrase of a good 
demonstration is 
"GO AND DO LIKE~SE." 

Your audience is seated 
from start to finish. 

Illustrated Talks 

An illustrated talk is 
TALKING. 

An illustrated talk is 
TELL HOW with the aid 
visuals. 

Youth-in-Action 

A Youth-in-Action presentation is 
TALKING AND DOING. 

In Youth-in-Action you TELL HOW, 
SHOW HOW, and invite others to 
LEARN HOW by doing something with 
you right then. 

In an illustrated talk you use 
PICTURES, CHARTS, MODELS, 
CUTOUTS, etc. 

In Youth-in-Action you are sharing 
information-both points you planned 
to cover and additional points raised 
through interactions with the audience. 

The key ph rase of an 
illustrated talk is 
"HERE'S INFORMATION." 

Your audience is seated 
from start to finish. 

The key phrase of Youth-in-Action is 
"LEARN BY INTERACTING WITH ME." 

Your audience is constantly changing 
and there really is no set beginning or 
ending to your presentation. 

FORMAL SPEECHES 

A formal speech is the least complex type of pre
sentation. Here you try to educate or persuade your 
audience simply by talking to them. Because you must 
get across your message without the aid of visuals or 
interaction, your tone of voice, facial expressions, and 
eye contact with your audience are very important. 
Having your points well organized is also essential. 
Formal speeches are appropriate for many situations, 
but especially when visuals cannot be effectively 
incorporated. 

DEMONSTRATIONS 

In demonstrations the focus is on showing people 
how to do something. Each step should be clear 
enough so that people will be able to do it on their 
own later. As you proceed, tell your audience: 

o What you are doing. 

o Why you are doing it. There are reasons for the 
things you do. For example, explain why you are 
telling them to sift flour, use screws instead of nails, 
etc. Give all the scientific information you can. 

o And, how you do it. There are many ways to ac
complish the same task. Tell why you think your 
method is best. This will help you sell your demon
stration idea. 

ILLUSTRATED TALKS 

Some subjects cannot actually be demonstrated at 
the place where your aud-lence will be. For example, 
you cannot bring your home and surroundings to a 
meeting and show how to landscape a yard. You can, 
however, bring a model or a drawing to help you ex-
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plain how it ought to be accomplished. In such cases, 
illustrated talks work well. 

An illustrated talk is "telling how." Charts, posters 
slides, models, miniatures, photographs, flannel boards: 
cutouts, etc. are used to illustrate ideas rather than 
actual objects. You tell how rather than show how. 

YOUTH-IN-ACTION PRESENTATIONS 

Have you ever watched a talented salesperson 
show and tell about a new piece of farm equipment 
or a new gadget for the kitchen? The salesperson be
gins talking and showing you the merits of the product 
as soon as you are near. He/she often gains your atten
tion by asking you a question. Sometimes you are 
drawn to the presentation because of an unusual 
chart, a flashing light, or a special game that is fun 
to play. 

The salesperson does not have a formal talk pre
pared, but is well equipped to handle questions from 
you and others. While you are giving the salesperson 
your attention, you are hearing the important mes
sages that he/she planned for you. The Youth-in
Action presentation is similar to this salesperson's 
approach. 

The major difference between Youth-in-Action 
and other kinds of presentations is this informal inter
active approach. That is, the presenter spends ~ great 
deal of time encouraging the audience to become in
volved with what he/she is doing. The presentation 
has no formal introduction, body, and conclusion. 
Rather it consists of a series of individual segments 
that work together, but that could stand by them
selves, if necessary. Youth-in-Action presentations are 
appropriate when the audience changes frequently, 
such as at a shopping mall. Because of the informality 
and changing audience, Youth-in-Action presenters 
must have a greater mastery of their subject than is 
necessary with any other kinds of public talks. 
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How Do I Begin? 

....-'ICe..,..,.,,,._. 
"'~"'··";;, Cllttn Fi'nl~ 

The steps in planning are the same for all types of 
presentations. You should go through this process 
any time you need to appear before a group. 

1. Select a subject. 

2. Gather information. 

3. Outline the presentation. 

4. Practice delivery. 

5. Choose equipment and visuals. 

6. Select a title. 

7. Evaluate results. 

1. SELECT A SUBJECT 

Find a subject that excites you. It's hard to gener
ate enthusiasm if you think your topic is dull. Your 
subject should fit you-your interests, experience, and 
skill. It doesn't need to be unusual or different. In 
fact, the more familiar you are with the topic before 
you start to prepare your presentation, the easier it 
will be. 4-H projects are excellent sources of topics. 
Leaf through your project book and jot down ideas 
that look interesting to you. 

Once you have chosen a tentative topic, try to an
swer these questions to see if it passes the topic test. 

o Is it timely? Does the audience need to know this 
NOW? 



0 Is it important? Needed? Practical? Can the audi
ence go home and use the information? 

o Can you find enough information about it to make 
an interesting presentation? 

o Will the topic interest the audience or just you? 

o Is it limited to one main idea? 

o Will you be able to cover the subject adequately 
in the time you are allotted? 

If you have trouble answering any of these ques
tions, you should discuss your idea with a more ex
perienced 4-H member or your leader. They can help 
you decide whether to use the topic or find another 
one. If you answer "yes" to each question, your topic 
passes with flying colors and you're ready for the 
next step. 

2. GATHER INFORMATION 

4-H project books are a good source of informa
tion for presentations, but don't stop there. They 
may not give all the information you need. Ask one 
of your county agents if there are other extension 
publications from the University of Minnesofa that 
will help you. High school and college textbooks are 
also valuable references. Look for magazine articles 
on your subject, and talk to experts. Tours and trips 
often yield excellent information. 

In addition, a number of good references are avail
able from such organizations as the National Dairy 
Council, Wheat Flour Institute, National Livestock 
and Meat Board, and the State Department of Public 
Health. Your leader can help you locate these and 
other addresses. Be sure that any information you use 
is accurate and up-to-date. 

3. OUTLINE YOUR PRESENTATION 

You know your audience. You've selected a sub
ject, and know what you want the audience to learn. 
The information you need to develop your topic is at 
your fingertips. Because organization is the heart of 
every good presentation, you must work out a care
fully detailed plan for presenting your information. 

Assemble the facts you need in logical order. De
cide on what to say and do, list needed equipment 

and supplies, and plan visuals which will add to the 
presentation. Consider how you will end your talk. 
The outline form in the back of this booklet can help 
in this planning. 

Any kind of presentation is composed of three 
parts-the introduction, the body, and the conclusion. 

Introduction 

Usually someone in charge of the event will intro
duce you to the group. If so, it isn't necessary to give 
statistics about yourself. And, if you're appearing 
before your local club, almost everyone will know 
you. Therefore, you can usually start by greeting the 
audience with a simple "hello" or "good morning." 
Then, tell them in an interesting way what you plan 
to do. For example, you might say, "Today I am 
going to show you how to build a dream house for 
birds. It has all the conveniences of modern bird life, 
and the neighborhood bird watchers think it's great." 

The introduction is the place to: 

o Get the attention of the audience. Have your 
opening remarks as original and interesting as pos
sible. A question directed to the audience (Have 
you ever thought about .... "), an unusual state
ment, an illustration, a story, or a quotation may 
do the trick. 

o Make friendly contact with the audience. Smile. 
Look pleasant and animated. Facial expression and 
gestures communicate as much as words. Look at 
the audience as you talk. 

o Lead into the demonstration or talk in such a way 
that the audience will want to listen. 

Whatever you say in your introduction, make sure it 
moves smoothly into the body of your presentation. 

Body 

In the introduction you tell what you are going to 
talk about. In the body, you actually talk about it. 
Here, you need to focus on the details. Support your 
ideas with examples, facts, or statistics. And make 
sure you answer any of the questions and unravel the 
mysteries you may have raised in your introduction. 
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You must keep to your subject, though. And don't 
bombard people with so much information that they 
will lose sight of the point of your presentation. 

Summary 

When you've completed the main portion of 
the presentation, you need to end smoothly and 
concisely. 

o Restate the purpose. 

o Summarize the major points you made. 

o Be brief and pertinent. 

The conclusion is not the place to introduce new 
ideas. If members of the audience have questions, 
answer them so all can hear. It's best to repeat the 
question first in case someone missed it. Be able to 
tell your source of information, but if you don't 
know an answer, simply say so. 

4. PRACTICE FOR PERFECTION 

Practice is essential if you are to develop skill as 
a speaker. Before you actually give a presentation talk 
through your outline to see if your ideas are in order 
and adequately supported with examples, illustrations, 
and quotations. And when you do speak, remember 
to talk to your audience, not at them. Smile. You 
may include interesting anecdotes, stories, or personal 
experiences that relate to yourtopic. Don't memorize 
-it doesn't sound natural. 

If you think you'll need reminding, put key words 
on some 5" x 7" file cards and place them flat on the 
table or podium before you. Generally one idea per 
card works best. Be sure to number the cards consecu
tively so you can straighten them out easily if they 
get mixed up during your presentation. Don't look at 
these cards too often, however, or you'll lose contact 
with your audience. 

5. ILLUSTRATE WITH VISUALS 

Charts, drawings, models, photographs, slides, 
title cards, and actual objects are effective visuals. 
However, use them only when they will add to your 
presentation. Visuals may be used to: 

o Focus and hold audience attention. 

o Help the audience to grasp facts at a glance. 

o Clarify a complicated story. 

o Show comparisons. 

o Dramatize ideas. 

o Emphasize key points. 

o Summarize main thoughts. 

o Serve as a guide in your presentation. 

The quality of your visuals will affect your pre
sentation. Visuals can fru_strate as well as educate. 
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Before you decide to use a visual, ask yourself these 
questions: 

o Does it attract attention? 

o Is it simple and neat? 

o Does it tell a story? 

o Does it give just one idea? 

o Does it serve a real purpose in the presentation? 

o Is it easy to use? 

o Does it fit smoothly into the presentation? 

Drawings, charts, and title cards are the types of 
visuals most commonly used in presentations. Title 
cards are designed to show brief messages. They are 
attention-getters that people can understand at a 
glance. You can put together a series of cards and 
refer to them throughout your talk. 

Charts contain more information than title cards 
and are used when you want your audience to study 
an idea for some time. Here are a few hints that apply 
to all visuals: 

o Make them large enough to be seen by all the peo
ple you will be talking to. How large, of course, 
will vary with the size of the audience. One-inch 
letters can be read at 32 feet, two-inch letters at 64 
feet, and three-inch letters at 128 feet. 

o Use a simple lettering style. Usually words printed 
in all capital letters are harder to read than those 
printed in both capital and lower case letters. 

o Make sure there is a lot of contrast between the 
background and the message-with both illustra
tions and words. Generally, it is best to use dark 
colors on light backgrounds or light colors on dark 
backgrounds. 

o Color combinations that attract and please, such as 
yellow and dark blue, make more interesting visuals 
than black and white. 



o When charts contain both illustrations and lettering, 
one or the other should dominate. 

o Don't crowd a chart with too much copy or too 
many ideas. Use phrases and words rather than 
complete sentences, and gen'erally have just one 
idea per card. 

o Charts may be made with crayons, showcard paint, 
or drawing ink. Use showcard board or heavy paper 
when charts are to be made with ink. 

o Display your visual in a prominent place when you 
talk and only for the time needed to explain a point. 

o Display your charts high enough so that everyone 
can see them. They may be held up or supported 
on an easel or table. If you are giving a demonstra
tion, never let a visual hide what you are doing. 

6. DEVISE A CATCHY TITLE 

A short, clever, descriptive title for your talk will 
attract attention. You could put it on a poster to 
show at the beginning of your presentation. Your 
title should suggest what the demonstration is about 
without telling the whole story. For example, instead 
of this title, "The Nutritional Value of Eggs," how 
about, "You Can't Beat an Egg." An air of mystery is 
always intriguing. 

7. EVALUATE RESULTS 

You have achieved your goals if you have: 

o Given your audience information that adds to their 
knowledge. 

o Said or done something that will help change their 
attitudes. 

o Demonstrated something so well that anyone in the 
audience could repeat it and have satisfying results. 

There are general principles which are commonly 
used to evaluate presentations. These principles have 
been incorporated into the self-rating checksheets 
which are included in the back of this publication. 
The checksheets can help you review and improve 
your own performance. 

Handling Problems and Emergencies 

Whenever you have to go before a group of peo
ple, there is always the possibility that unexpected 
problems will arise. Such things are always frustrating, 
but need not lead to complete catastrophes. The fol
lowing tips will help you learn how to cope skillfully 
with any situation. 

BE PREPARED. 

The best way to prevent problems is to anticipate 
and plan for them. Try to arrive early and check out 
the place where you will be speaking. Make sure the 
room is arranged as you want it and that you know 
the location of I ight switches, outlets, etc. Check 
through any supplies and visuals you might need to 
make sure everything is there and in the proper order. 
If you will be working with equipment, make sure 
you have extra bulbs and extension cords. Bring more 
supplies than you will need for a demonstration. 

FOCUS ON WHAT YOU ARE DOING. 

Noises, people, and other things can bed istracting. 
By concentrating on what you have to do, you'll be 
better able to ignore problems. 

ACKNOWLEDGE MISTAKES. 

If something should go wrong in a presentation 
and you can't talk around it easily, let the audience 
know what has happened and why. If you handle the 
situation with ease, they won't feel uncomfortable 
about it. And, you may be able to turn the problem 
into an additional information point. 

ABOVE ALL, KNOW YOUR TOPIC WELL. 

The more confident you are, the better able you 
will be to think through a problem and handle it 
with ease. 
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PLANNING YOUR YOUTH-IN-ACTION 
PRESENTATION 

Ask the following questions as you plan and present 
your Youth-in-Action Presel:)tation. Check with your 
4-H leader or extension agent if you need assistance. 

Youth-in-Action Self Rating Checklist 

I. Selecting Your Topic Yes No 
1. Does the topic interest you? 
2. Does it encourage audience 

involvement? 
3. Will it stimulate questions from 

the audience? 
4. Is it of suitable length? 
5. Is the purpose clear? 
6. Is the topic suited to informal 

presentation? 

II. Organizing the Content Yes No 
1. Do you have several short 

"show and tell" segments? 
2. Have you planned to show as many 

stages in a process as possible? 
3. Have you included the relevant 

stages? 
4. Have you planned complete, 

accurate instructions? 
5. Have you planned so that the 

audience will be able to under-
stand "why?" 

6. Have you studied the subject 
in depth? 

Ill. Presenting the Demonstration Yes No 
1. Do you talk directly to the 

audience? 
2. Do you speak in terms of your 

own experience? 
3. Do you use correct English and 

good enunciation? 
4. Do you emphasize important 

principles or "big ideas" from 
time to time? 

5. Do you use visuals to clarify the -- --
important ideas? 
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6. Do you show evidence of consid-
erable practice and experience? 

7. Do you handle emergencies and 
distractions with poise? 

8. Do you show that you enjoy 
talking to your audience? 

9. Are you enthusiastic, friendly, 
and business-like? 

IV. Looking Back on the Experience 
1. What was the best or strongest part of your 

presentation? 

2. What was the weakest (least effective) part? 

3. If you did this Youth-in-Action presentation 
again, what would you eliminate, add, or 
change? 

4. What did you learn: 

A. about yourself? 

B. about the topic-subject? 

C. about making oral presentations? 

D. about the audience (crowds)? ____ 



Presentation Self Rating Checklist 

PRESENTER 

Appearance -Friendly, business-like manner 
-Neat, clean, appropriately dressed 
-Clothing clean and suited to the job 

Voice -Clear, distinct, pleasant and easily heard 
-Projects voice to the audience 
-Appears conscious of what he/she is saying 

Posture -Posture appropriate for the job 
-Stands on both feet 

Manner and 
Confidence 

TOPIC 

Related to 

Title 

--Poised and direct 
-Has complete and accurate information 
-Sets up and checks own equipment 
-Makes good audience contact, looks 

directly at people 
-Seems interested in what he/she is doing 
-Is convincing 
-Shows evidence of practicing for 

improvement 

-Based on learnings from proje ct or 
he project activity or study relating tot 

-Interesting and challenging to presenter 
-Suited in age, experience and capability 

-Catchy, with an air of myste1 ·y 
-Keeps audience in suspense 

INTRODUCTION 

Attention 
Getter 

Transition 
to Body of 
Presentation 

BODY 

Organization 
of Main 
Points 

Subject 
Matter 

Workmanship 

-Arouses interest 
-Might be a story, poem, a que stion of a 

catchy saying 
-Might be something about pr oject work 

-Relates topic to presenter's in terest 
-Builds a bridge from the atten tion getter 

on. (Not to the body of the presentati 
necessary nor desirable to giv 
county, and club experience 
presenter has already been ad 

e name, 
when 
equateJy 

introduced.) 

-Shows careful thought and p Ianning 
-Follows a logical order 
--Sticks to the topic 

-Useful, accurate and up-to-da te 
-Selected from 1·eliable referen ce (member 

should know sources of info1· 
-Explains the "why" as well a 

as presentation progresses 

mation 
s the "how" 

-Works smoothly and skillfully 
-Shows experience with subjec t, equipment, 

and material 
-Handles emergencies without becoming 

upset 
-Work is visible to audience 
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Presentation Self Rating Checklist 

Ql 
> 
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- o- :l 
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----

Equipment -Appropriate for the job 
-Arranged for efficient use 
-Handled with care 

Visuals -Appropriate, neat and effective 
-Used to amplify and not duplicate the 

showing by action . 
-May include charts, models, enlargements, 

etc. 
-Devices which help audience to see action 

(mirrors, tilt boards, step shelves, etc.) 
-Work space arranged for audience viewing 

Grammar -Good choice of words 
Vocabulary -Correct English and pronunciation 

SUMMARY AND CONCLUSION 

Finished -Should serve as an example of quality 
Product -Should stimulate audience to want to 

repeat and to create enthusiasm 
Summary -Reinforces main points 

-Points out principles rather than 
step-by-step procedure 

-Does not introduce new material 
-Does not review the obvious 

Questions -Answers directly and adequately 
-Uses sentences that convey meaning to all, 

not only to questioner 
-Offers to secure information or refers ques-

tioner to a resource if answer is not known 
-Admits not knowing the answer 

Closing -Must be definite 
-Might relate back to introduction 
-Might be in the form of story, poem, 

catchy statement 
-Might indicate how knowledge has helped 

member 
-Might challenge audience 
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4-H M-82 

4-H DEMONSTRATION PLANNING 

Project _________________ Topic------------------------

I. Introduction (outline) - Why topic was selected, why it is important, etc. 

A. "Attention Getter" 

B. Information about topic 

C. Related information about demonstrator 

II. Body (outli.ne steps) - How it is done, why it is done. 

What To Do What To Say Equipment, Charts, & Visuals Needed 

Ill. Conclusion -What was accomplished ... What it meant to the demonstrator ... What it can mean to the audience ... 

A. Summary - important principles emphasized or "big ideas." 

1. 

2. 

3. 

4. 

B. Think about possible questions (from audience and evaluator) 

C. Closing Statement 
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