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Extension workers are often called upon to make 4-H, agricultural, and 
other awards. Well done, a presentation speech can add to the honor being 
bestowed. 

Prepare this speech well ahead of the time to deliver it. Practice this 
speech so you can deliver it very well. 

THE AUDIENCE WANTS TO KNOW---

* Why you are taking their time and this occasion to make this presentation. 

*Who the donors are. 

*Why he got the award instead of someone else in the audience; they do not 
care about knowing why someone else did not get the award. 

* Specific accomplishments (facts, figures, dollars, numbers, etc.) this 
person has achieved. 

* The influence this work the person has done will have on the specific ac
complishments others may now be able to make as a result of this work. 

* Only those things which are directly related to the adhieving of this award; 
they~ not interested in other accomplishments or unrelated activities of 
this person. 

*WHY this honor is being given to anybody, but particularly to this person . 

• And Finally the Audience wants to be held in suspense until you finish the 
speech by calling the name of the person who is to receive the award. 

THE RECEIVER DOESN'T WANT---

To be asked to say a few words. An exception would be where an accept
ance speech is a part of the ceremony. 

You to say any more after you have handed him the award and shaken his 
hand. 

You to tell a story about him. 

You to tell things which are not true about his work; he doesn't want to 
hear exaggerations. 



You to stand close to him after you have given him the award and shaken 
his hand. 

His name mentioned until the end of your speech. 

The attenti~n in the speech directed too much to him; he would rather have 
the attention drawn to the accomplishments. 

Comparisons made between his work and the work of others who maybe 
should have had the award. 

YOU .... THE SPEAKER SHOULD: 

Lessen the embarrassment as much as possible. 

Be brief but complete. 

Be fluent. 

Be sure of what you are saying. 

Be enthusiastic. 

Be concise. 

Be heard by all the audience. 

Be accurate and complete in your information. 

Be genial, but not funny. 

Make the speech inspirational in character. 

AVOID comparisons with others, which embarrass someone (the receiver 
or someone who didn't get the award). 

Be genial, sincere, pleasant, and anxious to do this awarding. 

Let someone else make the presentation if your heart and soul aren't in it. 

Stress the symbolic nature of the award or gift. 

Avoid mentioning anything about cost or difficulty in deciding what to get. 

Give the speech before calling on the recipient to receive the gift; then 
give it to him and DON'T keep him waiting to receive it. WHEN YOU START 
TO HAND IT TO HIM, GIVE IT TO HIM. He doesn't want to reach for it more 
than once. He doesn't want you to hold on to it after you have permitted him 
to get his hands on it. 
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