






The 4-H Communication Skills Program is a new term that encompasses several 
communication skills projects. It is an umbrella title intended to stimulate youths 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, 4-H members are being encouraged to try the following: 

Developing slide presentations. 
Working on radio programs. 
Writing for the news media. 
Designing and building exhibits. 
Preparing graphics. 
Working on television programs. 

This leader's guide covers: 
Demonstrations and illustrated talks. 
Youth-in-Action presentations. 
The value of these programs for youth. 
And, how to help youths prepare and evaluate these types of presentations. 

Value of Communication Skills 
Development 

Each 4-H member can profit in some way from plan
ning and giving presentations. 

The SHY retiring member will develop an ability 
to express himself/herself, to become part of the 
group, and to develop more interest in 4-H. 

The FRIVOLOUS member will learn to organize 
his/her thoughts and material, to complete a job 
satisfactorily, and to establish a standard of excel
lence for himself/herself and others. 

The OVER-CONFIDENT member will be encour
aged to search out additional information, to 
release his/her creative ability, and to accept that 
learning can be achieved through error as well as 
success. 

Members need to be encouraged to give presenta
tions. Poise and confidence will grow each time they 

appear before a group. Through this program 4-H'ers 
have the opportunity to: 

o Work on something they like and which interests 
them. 

o Gain new knowledge about a specific subject. 

o Learn to plan and organize their thoughts so they 
can express themselves more easily. 

o Teach and show others good methods and practices 
learned through 4-H and thus perform a service to 
their community. 

The 4-H members look to you, their leader, for 
guidance. What you say and how you feel about pre
sentations may influence how members feel about 
them. If you show that presentations are fun to plan, 
exciting to prepare, and enjoyable to give, then all the 
members of your group will share that enthusiasm. 

Portions of this publication were adapted from materials 
produced by the 4-H programs of Oregon, Pennsylvania and 
Nebraska. 
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Stages of Growth for Members 
in Presentations 

Basically, 4-H'ers progress through three stages of 
growth in the 4-H Communication Presentation 
Program. 

Stage 1. The member is mainly concerned with 
facing a group and speaking in such a way that he/she 
can be heard and understood. This is the time when 
he/she can start to develop self-confidence and poise. 

Stage 2. The member has mastered the basics of 
giving presentations. He/she still needs to further de
velop poise and self confidence, but he/she can start 
to be more creative with presentations. The member 
includes the why as well as the how and does more 
research on his/her topic. More emphasis is placed on 
organizing a presentation in a logical and interesting 
manner. 

Stage 3. The member begins to develop a concern 
for those who are listening and is able to modify a 
presentation to meet the interests of the people in the 
audience. He/she shows a mastery of the subject 
which may be an in-depth study of some topic re
lating to a 4-H project or something of interest to 
them. A member at this master teacher stage is I ikely 
to be an excellent candidate for a Youth-in-Action 
presentation. (An explanation of Youth-in-Action pre
sentations is included later in this guide.) 

Kinds of Presentations 

Demonstrations, illustrated talks, Youth-in-Action 
presentations and formal speeches are all effective 
methods you can use to give information to 4-H mem
bers in your club or that members can use to share 
information they have with others. All except the for-

Demonstration 

A demonstration is 
DOING. 

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

Illustrated Talks 

An illustrated talk is 
TALKING. 

An illustrated talk is 
TELL HOW with the aid 
visuals. 

mal speech combine showing and telling at the same 
time, and are vital tools in the 4-H program. They are 
most valuable, however, to the 4-H members who 
plan, prepare, and present them. As a leader, you set 
an example for 4-H members when you use these pre
sentations as teaching tools. 

Demonstrations, illustrated talks, Youth-in-Action 
presentations, and formal speeches are all different, 
and each type has a place in a meeting. The purpose 
of the presentation determines which type a member 
should use. 

FORMAL SPEECHES 

A formal speech is the least complex type of pre
sentation, though it still requires good planning and 
preparation. 4-H members try to educate or persuade 
people simply by talking to them. Because they must 
get their message across without the aid of visuals or 
interaction, tone of voice, facial expressions, and eye 
contact with the audience are important. Having 
points well organized is also essential. Formal speeches 
are appropriate for many situations, but especially 
when visuals cannot be effectively incorporated. (See 
"The Organized Public Speaker, You.") 

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

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 phrase of a good 
demonstration is 
"GO AND DO LIKEWISE." 

Your audience is seated 
from start to finish. 
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The key phrase 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. 



DEMONSTRATIONS 

In demonstrations the focus is having members 
show people how to do something, such as how to 
build a birdhouse or groom a dog. Each step should 
be clear enough so that people in the audience will 
be able to do the same thing on their own later. As 
members give demonstrations, they should be sure to 
tell people: 

What they are doing. 

Why they are doing each step in a particular way 
and in a particular order. 

And, how to do each step. 

Members should back up their demonstrations 
with solid information and be able to explain why 
their method is best. 

ILLUSTRATED TALKS 

An illustrated talk is a presentation which makes· 
use of visuals to get a particular message across. It is 
a good method to use when the audience needs to see 
something, but a demonstration is not possible. For 
example, a member might want to talk about land
scaping a home. He/she could describe the process by 
using charts or slides because it would not be possible 
to bring a home and its surroundings to a meeting. 

In an illustrated talk, the emphasis is on telling 
how rather than showing how. Charts, posters, slides, 
models, miniatures, photographs, flannel boards, cut
outs, etc. are good visual aids. 

YOUTH-IN-ACTION PRESENTATIONS 

Youth-in-Action presentations are the most 
sophisticated type of presentation. There is no formal 
beginning, body, and conclusion. Rather, it consists 
of a series of individual segments that work together, 
but that could stand alone, if necessary. 

Whereas the other types of presentations are gen
erally given before stationary groups, with Youth-in
Action presentations, the audience is always changing. 
And, most important, the Youth-in-Action presenta
tion revolves around audience participation. The 
presenter must be able to attract and hold the atten
tion of the audience through action and dialogue. 
Members of the audience may become involved by 
watching, asking questions, trying to do what is being 
shown, and making comments. 

In a broad sense, the Youth-in-Action presenter is 
like the talented salesperson who stands before a 
group showing and telling about a new piece of farm 
equipment or a new gadget for the kitchen. Because 
this kind of presentation involves a lot of skill, it re
quires more preparation and a deeper knowledge of 
the subject than do the other types of presentations. 
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Helping Members Decide on a Method 

As a leader, you can play an important part in 
helping members decide which method will work best. 
Guide them along with the following questions: 

o Do you want to show and explain the actual steps 
in a process? If so, give a demonstration. 

o Can you best explain or tell how to do something 
with the use of visuals? If so, give an illustrated talk. 

o Will you be able to take all of the equipment and 
supplies you need for a demonstration to the place 
where you are going to give it? If not, give an illus
trated talk. 

o Do you want to make or do something and have a 
finished product? If so, give a demonstration. 

o How big will the audience be? Will everyone be 
able to see what you are doing if you give a demon
stration? If not, give a formal speech. 

o What type of audience will there be-youth, adults, 
both? Which method would be best for them? 

o Will the audience be seated and watching the pre
sentation from beginning to end or will it be a 
moving audience? 

o Is your main objective to involve the audience and 
have interaction? If so, give a Youth-in-Action pre
sentation. 

o Can your idea be best communicated through 
hands-on experience? If so, give a Youth-in-Action 
presentation. 
You will probably be able to think of additional 

questions that are pertinent to the particular subject 
the 4-H'er has chosen. The main point to remember is 
that the method used should suit the material to be 
covered and the situation where the presentation wi II 
be given. Whether the member wishes to explain, tell, 
or involve people will determine which type of presen
tation is most appropriate. 

How to Get Members Involved in 
Presentations 

You can introduce younger 4-H club members to 
presentations in several ways. Their first presentation 
should be simple. One way to start is with the minute 
demonstration idea. Show a beginner how to measure 
one cup of flour, or how to hold a camera and then 
ask him/her to show other members the same thing. 
After the member has completed the task is the time 
to point out that he/she has actually given a demon
stration. Follow this with a word. of praise and 
encourage others to give minute demonstrations. 

Presentations by young inexperienced members 
should focus on how to do simple tasks. The mem
ber's main concern will be learning how to give a 
demonstration. Some examples of simple tasks in-
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elude: measuring liquid ingredients, folding a towel, 
pounding a nail in a board. 

Other ideas to help introduce young members to 
presentations are: 

o Ask a junior leader or older 4-H member to give a 
demonstration aimed at the younger member, one 
that is smooth, clear, and simple enough so that 
members can see how to do it. 

o At a project meeting, assign several 4-H members 
to demonstrate a technique they have learned at 
the previous meeting. 

The Beginning 4-H'er Needs 
Careful Guidance and Encouragement 

Let members start with something they have 
learned well and or have used often. Help them to 
make a simple outline of what they're going to show, 
step-by-step. Be sure the member has a chance to give 
the presentation after it is prepared. See that the 
young member's first few presentations are as easy as 
possible and successful. 

Some Hints 
Schedule beginners early in a program so their 

excitement will not turn to fear. Keep them in their 
own league; avoid scheduling a beginner directly after 
an older member who is giving a complex, polished 
presentation. If the beginner makes a mistake, give a 
little help, but don't take over and finish for him/her. 
Praise is the best reward and leaders and parents 
should be the first to give it. (See slide sets #704-
"Demonstration Tips," #306-"How to Give a Good 
Demonstration," and #307-"How to Give a Good 
Speech." Available through the Agricultural Exten
sion Service Audio Visual Library.) 

Helping the Older Member 

Older, experienced members need regular, friendly 
reminders to develop their presentations in keeping 
with their expanding abilities. Help these members to 
choose subjects they know well. You will find that 



most 4-H'ers initially choose topics that are far to 
broad to be handled well in a brief period. Help them 
narrow their subjects down to a manageable size. For 
example, a member who chooses "Dogs" as a topic 
should be encouraged to select some aspect of that 
subject to discuss, such as "Grooming a Dog." Encour
age experienced members to find new references to 
strengthen and enrich their presentations. Check the 
information they use carefully for accuracy. Find op
portunities for them to practice. Help them learn 
to evaluate their own performances and find ways 
to improve. 

Helping Youth-in-Action Presenters 

Youth-in-Action presentations are most suitable 
for those members who have already had some exper
ience before groups. Those members who are at Stage 
3 (see page ) are probably ready for this kind of 
presentation. As you help members with Youth-in
Action presentations, offer these suggestions: 

Use an informal format. 

Know the subject-more than you intend to present. 

Questions are often effective in getting people's at
tention. Try starting with, "Have you seen ... ?" 
"Would you like to know how to ... ?" "Do you 
know about ... ?" "May I show you how to save 
money on ... ?" 
Show as many progressive stages of a process as 
possible. All critical steps should be included. This 
will enable the presenter to show any step at any 
one time or to start a presentation at any stage. It 
is particularly helpful when responding to questions 
from an audience. 

Have something to do all the time. Plan and prac
tice actions that get people's interest. 

Have complete instructions to hand out or have a 
sign-up sheet for names and addresses so additional 
information can be sent to interested people. 

Use posters to give key instructions, show impor
tant steps, or show processes that might otherwise 
not be seen. 

Look directly at people and ask them what they 
would like to know. Talk to everyone, not just the 
persons in front or the ones who ask questions. 

Do not take more than one or two minutes to per
form any individual step. Keep asking the audience 
for questions to help you to know what needs to 
be said, shown or done. 

If you can involve people in doing, feeling, tasting or 
smelling, your presentation will be more effective. 

Encourage Experienced 4-H'ers to 
Work on Their Own 

Those members who have given several presenta
tions and know how to do them well should choose 
topics which interest them and challenge their capa
bilities. Encourage members to try different ways of 
giving presentations. Emphasize the importance of 
catching people's attention and planning their presen
tations in a logical sequence. Have them use sheets 
included in their "Communications Skills Program" 
manual to analyze their own performance. 

Steps in Giving Presentations 

The steps in planning are the same for all types 
of presentations. You can use this process as you 
counsel members who are planning to appear before 
a group. (See slide sets #704, #306, and #307 men
tioned earlier and the demonstration outline form in 
the back of this publication.) 

1. Select a subject. 

2. Gather information. 

3. Outline presentation. 

4. Practice delivery. 

5. Choose equipment and visuals. 

6. Select a title. 

7. Evaluate results. 

1. SELECTING A SUBJECT 

A 4-H member should select a subject he/she 
wants to discuss that is exciting and challenging. It 
should fit his/her interests, experience, knowledge, 
and skill. Leaders can help 4-H members think of sub
jects, but the final selection should be left up to them. 

There are several ways to help members identify 
subjects. One is just to talk to them and find out what 
they enjoy doing, their favorite hobbies, etc. Another 
idea is to have members go through their project man
uals to see if they can find subjects for presentations. 

A third idea, which is good for a group, is to have 
members find a partner and spend five or ten minutes 
getting to know each other better. Have them discuss 
hobbies and activities they enjoy. By the time they 
finish interviewing each other, they should be able to 
come up with ideas that would be appropriate for pre
sentations. You can then have them write down these 
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ideas and determine the most appropriate format (i.e. 
demonstration, illustrated talk, Youth-in-Action). 

Remind them that their subject needs to be speci
fic enough to be handled easily, that it must fit into 
the amount of time allotted, and that they must be 
able to find necessary equipment and materials. 

Topics for Youth-in-Action presentations must be 
selected with care. Help the 4-H'er in this most impor
tant step. Topics which involve showing processes are 
appropriate if those processes can be repeated many 
times during the presentation. Topics that involve 
altering a shape or form, or making a finished product 
are not as satisfactory unless the presenter has an 
ample supply of materials so steps can be repeated if 
the audience changes. 

Some good possibilities include, removing varnish 
and other finishes, dog obedience training, macrame, 
the workings of a camera, children's games, flower 
arranging, exercises, artificial respiration, puppetry, 
grooming livestock, bike safety, and metrics. 

2. GATHERING INFORMATION 

Once the subject has been selected, the 4-H'er 
should learn all he/she can about it. Knowing the 
subject well will give a member confidence.and assure 
a better performance. It will also help him/her to be 
able to answer questions from the audience. 

One of the leader's responsibilities is to help mem
bers to be selective in their resources. Help them to 
determine if the information they are planning to use 
is accurate, up-to-date, complete, and approved. In 
addition to project manuals, extension publications, 
textbooks, newspapers, and current magazines are 
valuable information sources. Personal interviews with 
professionals in fields related to their topic, manufac
turers, and processors can also provide subject matter 
information, particularly to senior 4-H members. 

You may also wish to contact state government 
agencies, such as the Minnesota Department of Agri
culture (State Office Building, St. Paul) for lists of 
commodity organizations and resource materials to 
help members with this step. 
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3. OUTLINE THE PRESENTATION 

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

The introduction is the place to get the attention 
of the audience. Be sure to point out to members that 
the first sentence will play a big part in how the audi
ence will react to the presentation as a whole. Their 
opening remarks should be original and interesting. A 
question direct to the audience, an unusual statement, 
an illustration, a story, or a quotation may do the 
trick. Work with individual 4-H'ers on making 
friendly contact with their audience. Smiling pleas
antly and looking directly at people when speaking 
are important. 

The body is the major part of a presentation. 
Here, members develop what it is they're trying to 
communicate to others. Members should emphasize 
key points and tell why these points are important. If 
a member is demonstrating something, each step 
should be clearly shown. 

The conclusion should restate the purpose of the 
presentation and summarize the main points that 
were made. It should be short, concise, and pertinent. 
A very brief way of describing a presentation is, "tell 
them what you're going to tell them, tell them, and 
then tell them what you told them." 

4. PRACTICE DELIVERY 

If members are to become skillful in making pre
sentations, they must have opportunities to practice. 
Encourage them to go through their presentations 
ahead of time, and guide them with constructive 
comments. 

Point out to the member that he/she does not 
need to talk constantly during his/her presentation, 
but that unnaturally long pauses should be avoided. 
Humorous stories or anecdotes from personal exper
ience can liven up a presentation. Also, a member can 
point out things he/she has learned while preparing the 
talk, or sources of information or technical knowledge. 

After the member has summarized his ideas, he/ 
she should invite the audience to ask questions. If a 
question is asked that the member cannot answer 
he/she should simply say, "I'm sorry, I don't know 
the answer," and either suggest where the answer 
might be found or ask if anyone in the audience 
knows the answer. 

5. CHOOSING EQUIPMENT AND VISUALS 

Visual aids, such as posters and charts, can add to 
the clarity and effectiveness of a presentation. How
ever, such aids should be used only if they can help 
explain or emphasize a point. They should supple
ment and not detract from the presentation. 



Visuals should be eye-catching, simple, and large 
enough for all members of the audience to see. Mem
bers might want to experiment to find the visual aid 
best suited to their ability and topic. Examples 
include: posters, charts, diagrams, drawings, cutouts, 
flip-charts, flannel boards, bulletin boards, and strip
charts. When a member wants to give more details 
than an audience can easily absorb (such as in a recipe) 
he/she should be encouraged to use handouts. 

6. SELECTING A TITLE 

The title is the member's first opportunity to cap
ture and gain the attention of the audience. Effective 
titles are usually short, descriptive, and provocative. 
The title for a presentation should give a hint of what 
is to come but not tell the entire story. Instead of 
"How to Use Scissors and Shears," a member might 
use "A Few Cutting Remarks." The title, "How to 
Make a Rope Halter," could be reworded to be, "Give 
Them Enough Rope." 

7. EVALUATING RESULTS 

Members need help in learning to evaluate their 
own presentations. The 4-H publication entitled, "The 
4-H Demonstration Checksheet," (4-H M-24) is a good 
resource. Listed on the form are the different points 
to be considered when evaluating and an explanation 
of what each of these criteria means. The same check
sheet applies to illustrated talks, except that often in 
an illustrated talk there is not a finished product to 
show. (See also the "Youth-in-Action Checksheet" in 
the back of this publication.) 

Helping Youths Handle Problems 
and Emergencies 

Whenever 4-H members appear before a group 
there is always the possibility that unexpected prob
lems will arise. Equipment fails, demonstrations don't 
go as planned, or someone in the audience is disrup
tive. You can help members learn to cope skillfully 
with such situations. 

ENCOURAGE THEM TO BE PREPARED 

Work with them to anticipate problems, and have 
them check out the place where they will be speaking 
ahead of time. Have them check through their sup
plies in advance and suggest that they make a practice 
of having extra materials, extension cords, projector 
bulbs, etc. on hand. 

HELP THEM TO FOCUS ON WHAT 
THEY ARE DOING 

Help them to concentrate on what they have to 
say rather than on every noise in the room. 

HELP THEM TO ACKNOWLEDGE MISTAKES 

When things don't go as planned, members need 
to be reassured that it is not the end of the world. If 
something should go wrong during a presentation and 
the member can't talk around it easily, he/she should 
let the audience know what has happened and why. It 
may even be possible to turn the problem into an ad
ditional information point. Mistakes and problems are 
only natural. Try to help members deal with them 
effectively and learn from them. 

ABOVE ALL, MAKE SURE THEY KNOW 
THEIR SUBJECT WELL 

Help them to do enough research, to outline their 
material carefully, and to practice ahead of time. The 
more confident of their subject they are, the better 
able they will be to think through any problems that 
arise and handle them with ease. 

Some Final Thoughts 

Appearing before groups is an important part of 
every member's 4-H activities. As a leader, you have a 
special role to play. By developing and communicat
ing a positive attitude toward presentations, as well as 
using good techniques when you speak to them, you 
will serve as a good model for members. This, along 
with your careful guidance, will help youths to 
become skillful public speakers. 
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PLANNING YOUR YOUTH-IN-ACTION 
PRESENTATION 

Ask the following questions as you plan and present 
your Youth-in-Action Presentation. 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 

-r---r-

PRESENTER 

Appearance -Friendly, business- I ike 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 
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0 ro 

0 :0 
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Manner and -Poised and direct 
Confidence -Has complete and accurate information 

1 

I 

-Sets up and checks own equipment 
-Makes good audience contact, looks 

-Seems interested in what he/she is doing 
-Is convincing 

"' > 
0 
Q_ 
E 

32 
:0 
0 

-'= 
(f) 

---------------------l 

Comments 

directly at people J l 
-Shows evidence of practicing for 

improvement __ __.__ __ L_ -------------------
TOPIC 

Related to 

Title 

-Based on learnings from project or 
activity or study relating to the project 

-Interesting and challenging to pr·esenter 
-Suited in age, experience and capability 

-Catchy, with an air of mystery 
-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 question or a 

catchy saying 
-Might be something about project work 

-Relates topic to presenter's interest 
-Builds a bridge hom the attention getter 

to the body of the presentation. (Not 
necessary nor desirable to give name, 
county, and club experience when 
presenter has already been adequately 
introduced.) 

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

-Useful, accurate and up-to-date 
-Selected from reliable reference (member 

should know sources of information 
-Explains the "why" as well as the "how" 

as presentation pr-ogresses 

-Works smoothly and skillfully 
-Shows experience with subject, equipment, 

and material 
-Handles emer·gencies without becoming 

upset 
-Wor·k is visible to audience 

1 I I 
I I 

I 

-H---
1 I 
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Presentation Self Rating Checklist 

Q) 

> 
0 a. 

Q) e E Comments c -0 "' ~ 0 ::J 
0" ::J 

Qj 
Q) 0 -o .<:: s <( (/) 

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

Visuals -Appropriate, neat and effective 
-Used to amp I ify 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 Eng I ish 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 

I -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 (outline 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 

13 



Suggested Guidelines for Using Brand Names in 4-H 
Demonstrations and Educational Exhibits 

For many years there has been an unwritten rule that the 
names of products or commercial establishments should not be 
used in 4-H demonstrations or educational exhibits. However, 
as the emphasis on consumer education in 4-H projects is in
creased, it is awkward to use generic terms. Guidelines are 
needed for 4-H'ers, 4-H leaders, and judges on the use of labels 
or brand names in planning and evaluating demonstrations or 
educational exhibits that use commercial products or show 
consumer choices. Informed decision-making for wise con
sumer choices may involve comparisons of products or services. 

To avoid endorsing a particular product, service, or commer
cial establishment, the following guidelines are recommended: 

1. The demonstrator or exhibit should make a clear statement 
that the use of labels/labeled products is not an endorse
ment, but is necessary to the activity or to show compari
sons as the basis for making informed decisions. 

2. When demonstrating/exhibiting food preparation skills, the 
demonstration/exhibit should not be dependent upon a 
specific brand name product to get the desired results. It is 
not necessary to cover brand names on packaging when it 
is appropriate to leave the ingredients in the original pack
age for purposes of measuring or sanitation. 

3. When answering questions from the public, the 4-H'er should 
suggest that they use the decision-making process to select 
the best commercial product for their own situation. If 
necessary, the 4-H'er may explain to the public that it is 
inappropriate for him/her to endorse or recommend a prod
uct or commercial establishment. 

4. If the summary or conclusion of a demonstration or educa
tional exhibit promotes, endorses, or recommends a product, 
service, or commercial establishment, it is inappropriate and 
needs to be redesigned. The purpose of a demonstration or 
an exhibit is to show an idea or process, not to promote or 
advertise products, services, or commercial establishments. 

14 

5. A disclaimer is used when it is necessary to identify a prod
uct because it is needed for a special purpose. The statement 
is "The information given in this publication is for educa
tional purposes only. Reference to commercial products or 
trade names is made with the understanding that no dis
crimination is intended and no endorsement by the Minne
sota Agricultural Extension Service is implied." The 
disclaimer is used in written materials, and a card (EFNEP-
83 Disclaimer Card) is available from the Bulletin Room, 
which may be displayed with demonstrations or exhibits. 

When comparing products or services in a demonstration or 
educational exhibit, use the following guidelines in addition to 
those listed on the first page. 

1. When comparing prices or cost per serving, the prices of 
two or more products should be used. For example, the 
calculations of cost per serving of canned, frozen, or fresh 
products should be based on several items of each form. 

2. When comparing information on labels (nutrition informa
tion, ingredient listing, open dating, standards of identity), 
several brand names should be used. For example: 

A. The cartons from at least two brands of milk should be 
used to compare nutrition information, such as that 
found on the labels of whole and skim milk, or 

B. The labels from at least two different brands should be 
selected to compare or explain the FDA labeling regu
lations for standards of identity, such as for juice, juice 
drinks, and drinks, or 

C. At least two packages of similar products should be 
used to compare the ingredient listings on products 
such as whole grain, enriched, or unenriched breakfast 
cereals. 

3. When comparing the characteristics of products-appear
ance, texture, cost, convenience, etc.,-it is not necessary 
to use labels, but labels could be used. 

4. When comparing products or services in order to teach the 
decision-making process, refer to the Self-Management 
project, "You're the Boss" for the steps in decision-making 
which include: 

A. Finding the problem. 

B. Listing the possible solutions (gathering information). 

C. Listing the consequences of possible solutions. 

D. Trying one solution (making a decision on which to try). 

E. Evaluating the decision. 

In addition, resources, standards, values, and goals need to 
be considered. 

The ability of 4-H'ers to show this decision-making process 
through a demonstration or an exhibit will vary. Intermedi
ate or advanced 4-H'ers, usually over twelve years old, will 
probably be more successful than younger 4-H'ers. A degree 
of maturity is necessary to grasp abstract ideas and teach 
them to others. Also, the use of a number of labels and/or 
products to avoid any endorsement makes the demonstra
tion or exhibit more complex. This may be frustrating for 
young 4-H'ers, but will challenge the skills of older 4-H'ers. 

If 4-H'ers are to learn practical life skills through doing 
activities, they must be allowed to use brand name products as 
people use them in real I ife situations. These suggested guide
lines were developed to help those in the 4-H program carry 
this out in demonstrations and educational exhibits. 
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