
  
 
 
 
 

 
 

 

 
 

Member Planning Guide 
  

 
4-H Public Presentations 

 
 
 
 

4-H Youth Development 
 

CCE provides equal program and employment opportunities 



Where Am I in Public Speaking? 
 
Assessing Fear 
How nervous are you about speaking in public? For what reasons have you been scared to give a public 
presentation (whether or not you actually spoke)? 
 
 
 
 
Past Experiences 
I feel comfortable speaking to… (circle Yes or No) 

Yes No my 4-H club. Yes No roll call for a committee. 
Yes No my classmates in school. Yes No my senator about a particular 

law. 
Yes No my team coach. Yes No friends about vacation photos. 
Yes No my teacher about a bad grade. Yes No my parents about rules of the 

house. 
Yes No a neighbor about buying a 

fundraising item. 
Yes No a new student at school. 

Yes No a friend’s parents at a slumber 
party. 

Yes No the principal about a 4-H week 
promotion. 

Yes No my club while giving a 
demonstration 

Yes No my club to discuss a motion. 

Yes No a friend about joining 4-H    
 
Learning from an Admired Public Speaker 
If I could have public speaking skills like anyone in the world (past or present), I’d like to have skills like: 
 
 
The things I admire most about this person’s skills are: 
 
 
 
  



Public Speaking Goals 
 

I want to: 

 Describe your goal Action Steps Achieved 

This 
Year 

  

 

In the 
Future 

  

 

 
What challenges might you face as you work towards your goals? How will you overcome them? 
 
 
 
 
 
 
Year End Review 
Check off those goals you accomplished. What helped you achieve these goals? What made them 
difficult?  



Dealing with Nerves 
 

Tips 

If you get nervous before crowds, remember that a little nervous energy is absolutely necessary 
to give you that spark that the audience can share. Even very experienced speakers and actors 
feel “butterflies” before going on stage because they all want to give their best performances. 
Only speakers who don’t care don’t feel anything. 

 Be prepared. A well-planned and well-rehearsed talk will sound clear and organized and 
seem natural to deliver. 

 Only speak about things you know well or that interest you, so you feel confident you 
have something to offer the audience. 

 Arrive early and get to know the place in which you will speak.  
 If you get nervous speaking in front of strangers, try to chat with a few members of the 

audience before you have to give your speech. This will help make you feel like you are 
on friendly ground. 

 Know that people want you to succeed. Audiences want speakers to be interesting, 
stimulating, informative and entertaining.  

 Don't apologize for being nervous. Most of the time, your nervousness doesn’t show 
anyway.  

 Concentrate on your message. Your nervous feelings will fade if you focus your 
attention away from your anxieties and concentrate on your message and your 
audience, not yourself.  

 Eat light before a presentation. 
 Avoid carbonated beverages, which may cause stomach upset. Dairy products may also 

coat the mouth and throat (making enunciation difficult) or cause stomach upset for 
some people. 

 Practice giving your presentation several ways so you’re comfortable making last-
minute adjustments. 

 Learn a quick stress-reducing routine for relaxing your neck, shoulder, and facial muscles 
just before giving your talk. 

 Visualize yourself succeeding and enjoy the applause! 
 
 
Your Plan 
How do you feel when nervous (sweaty hands, heart racing, butterflies, etc)? 
 
 
How will you work around/with these feelings? 
  



Planning a Presentation 
 

 

 

 

 

 

  

Step 1: Choose a subject 

Step 2: Narrow to 
a specific topic 

Step 3: 
Determine your 

audience 

Step 4: Research your 
topic 

Step 5: Determine the purpose and type 

Step 6: Figure 
out your 

conclusion first 

Step 7: Outline 
the contents 

Step 8: Develop 
a title 

Step 9: 
Create 
visuals 

Step 11: Anticipate 
questions 

Step 10: Practice Step 12: Practice  
(and practice again) 



Choosing a Topic 
 
The first step in creating a presentation is choosing a topic, its purpose, and what kind of presentation 
you will give. The purpose can be to inform, persuade, instruct, entertain, or inspire the audience. A 
presentation may be a demonstration, an illustrated talk, a speech, recitation, or dramatic 
interpretation. 
 
Brainstorming 
There are many ways to brainstorm. One way is to create an idea web. Start with one idea in the middle 
circle, and keeping adding related ideas. You can use this to narrow your topic (for example, to go from 
music to 20th century technological advances in the music industry) or to move in the opposite direction 
and broaden the scope of your topic. Try using the brainstorming web on the next page or create one of 
your own. 
 
To narrow a topic down to one, consider these questions. 

 Would I like to learn more about this topic? 

 Could I get enough current information about this topic? 

 Would this topic be of interest to others? 

 Will my audience benefit from learning more about this topic? 
  





Organizing Your Message 
 

You want to organize your presentation to communicate one clear message. 
 
Introduction 
Include a creative attention getter to either stimulate the audience’s curiosity or inform them of the 
subject. 
 
For Creative Communication categories, identify the source of the creative piece and its author. You can 
also allude to, explain, or challenge the audience to discover the message it conveys prior to beginning. 
The setting as well as your reason for choosing this particular piece may also be included. 
 
Draft your presentation’s introduction here. 
  



Body 
This is the main part of the presentation. In a Demonstration a technique or steps of a process are 
shown. In an Illustrated Talk or Speech, the main points are identified and explained. In a Creative 
Communication presentation the creative piece is performed. 
 
In your plan, include what supplies/charts are needed. 
 
Outline your presentation’s main points here. 

  



Conclusion/Summary 
Emphasize or re-emphasize the message of the presentation. Give the source of information. You may 
also ask for questions from the audience. 
 
In a Demonstration the most important steps are summarized and a final product shown. In an 
Illustrated Talk or Speech, concisely recap the message of the presentation or draw conclusions. In a 
Creative Communication presentation the nature of the conclusion depends on the type of creative 
piece and how it was introduced. In both a Speech and a Creative Communication presentation, a 
conclusion may be built into the piece itself or the message may be emphasized through a simple 
comment, a brief analysis, an expressive body movement (i.e., lowering one’s head) or even through 
dialogue with the audience. 

 
Draft your presentation’s conclusion here. 

  



Note Cards 
 

Note cards should be a tool to support what you are telling the audience. Don’t just read off your notes. 
Here are some tips to help you use note cards well. 

 Write the most interesting and important points on your note cards. 

 Note statistics and specific evidence you might have a hard time remembering. 

 Number your cards and put them in order before your presentation. 

 Write on only one side of your cards. 
 
And remember to practice, practice, practice—you might not even need note cards! 
 

 
  



Note Card Outline 
 

Card # Title Points/Information to Cover 

1 

  

2 

  

3 

  

4 

  

5 

  

6 

  

7 

  

 

  



Visual Aids and Props 
 

Posters, PowerPoint slides, equipment, and other props can support your presentation. 

 
Equipment Tips 

 Use equipment suitable for the job. 

 Choose suitable size containers. 

 Clear glass bowls are best for food demonstrations because it is easier to see the 
ingredients. 

 Have paper towels and a damp wash cloth handy in case of accidents or spills. 

 Tape a plastic bag to your work table to serve as a waste container. 

 Remove dirty dishes and equipment before displaying finished product. 

 Use equipment that is both useful and attractive to best show off what you want to 
display. 

 If you have equipment that may not be familiar to everyone, briefly describe it. 
 
Picture This 
Map out how your equipment will be set up during your presentation. 

  



Planning a Poster 
 

Materials: 

 Use materials creatively 

 Use foam board or heavier material 
so your posters won’t sag 

 
Size 

 Minimum of 22” x 28” 

 You want the audience to be able to 
see the material 

 
Border: 

 You should have one 

 It can be invisible 

 About a 2” margin around your 
poster 

 
Color 

 Bright and easy to read 

 Don’t use more than 2 or 3 colors 
per word or line 

 
Color Combinations  
Listed in Order of Legibility 
1. Black on yellow  
2. Green on white  
3. Red on white  
4. Blue on white  
5. White on blue  
6. Black on white  
7. Yellow on black  
8. White on red  
9. White on green 
10. White on black 
11. Red on yellow 
12. Green on red 
 

Lettering: 

 Letters should be at least 2 inches 
high 

 Use lower case letters when you can 
– they are easier to read 

 Use capital letters to emphasize 
words 

 Try to space letters evenly using you 
eye rather than a ruler 

 Try not to cramp your letters 

 15-20 words per line 

 You can stencil- if you do, fill in the 
spaces in the letters from the stencil 

 
Art Work: 

 If you can’t do precise work, do 
stylized figures 

 Stick figures can be used- are often 
more helpful 

 Cut out pictures out of magazines, 
other pictures, etc. 

 Most difficult part of demonstration 

 Do your best and your own work 
 
A Successful Poster: 

 It is done by you 

 Catches the eye of a person passing 
by 

 Simple and clear 

 Is neat and easy to read. 

 Stimulate the interest of your 
audience 

 Teaches a fact or idea to the viewer 

 Inspires the viewer to support your 
idea 

 Is large enough to see from the back 
row of a room. 

 



Picture This 
Draw thumbnail sketches of what your posters will look like. 

 

  



Evaluating Your Presentation 
 
Before the judges evaluate your presentation, do a self-evaluation or ask your leader or another club 
member to evaluate for you. 
 

 Excellent Good Worthy 

Introduction and Appearance    

Introduction is brief, catchy, arouses interest and explains 
the value of the topic 

   

Appearance is neat, clean, well-groomed, appropriately 
dressed for the topic 

   

Hair is clean, neat and tidy.    

No distracting or dangling jewelry    

Good posture and stands on both feet    

Aprons not required but may be suitable for some topics    

Garment sleeves should not interfere with food preparation 
or be a safety factor. 

   

Presentation    
Delivery     

Note cards should only be used as an outline and not read 
from verbatim. 

   

Presenter is enthusiastic, at ease, smiles    

Good audience contact, looks directly at people    

Voice is clear, distinct, pleasant and easily heard    

Projects voice to the audience    

Subject Matter     

Is 4-H project or related activity    

Information is complete and accurate    

Presented in logical sequence    

A central idea or theme is focus of topic    

Is suited to the age and experience of presenter    

Topic is more challenging as presenters’ skills develop    

Signs and Charts     

Are appropriate, used to highlight main points or 
information. 

   

Neat, easily read, designs simple but effectively done    

Creative but useful    

Used effectively and as needed    

If a pointer is utilized, it is done for efficiency and 
effectiveness – not distracting 

   

  



 Excellent Good Worthy 

Skills and Techniques     

Are accurately accomplished    

Done with ease – shows experience with subject, 
equipment, and material 

   

Steps can be seen by audience through visible work area    

Works in logical manner    

Handles emergencies calmly    

Equipment is suitable, effective, and appropriate    

Handled with ease and observes safety rules    

Is in good, safe condition    

Arranged for efficient use    

Equipment can be seen through, i.e. glass bowls or tipped 
occasionally so audience can see different stages of 
presentation  

   

Reduced scale models help portray full scale object/subject, 
i.e. garden plot, large animal  

   

Models can help enlarged view of a detail.    

Grammar and Pronunciation     

Are accurate and well chosen for the topic    

Pauses between sentences and paragraphs are more 
acceptable than “um”, etc 

   

Organization – of topic, equipment, and materials to the 
finished product or conclusion is done in a logical sequence. 

   

Does not deviate from the topic.    

Summary    

Re-emphasizes key points    

Points out principles rather than step-by-step procedures    

Does not introduce new material    

Re-stimulates audience interest in topic    

Conclusion presents a finished product or conclusion of 
information 

   

Clears table before showing a finished product    

Product displayed effectively and an example of quality    

Name of project, activity or other sources of information 
shared with audience. 

   

Answers questions directly and adequately or admits not 
knowing the answer. 

   

  



Tips for Presenters 
 

1. Answering Questions: The presenter will be required to repeat a question prior to 
responding when fielding questions at the conclusion of a presentation.  Example:  “The 
question is. . . .” For Horse Communications, the question time will not be counted in the 
allotted time. 

 
2. Note Cards: Use of note cards is permitted but should be used as a “tool” to enhance 

presentation and not as a “crutch” on which to depend.  
 
3. References: Remember to cite all reference sources; internet sources should contain a 

specific “address” and be accompanied with a handout for distribution to the audience if 
several internet sites are used. For Horse Communications, references should be cited after 
the conclusion of the presentation. This will not be counted in the allotted time for the 
presentation. 

 
4. Team Presentations: A “Team Presentation” is to consist of NO MORE than TWO 

presenters.  In a team presentation, both evaluators score both presenters individually, and 
their scores are averaged together for an overall total.  Team presentations are allowed in 
the categories of Demonstration and Dramatic Interpretation, and for Horse 
Communications (except impromptu and public speaking).   

 
5. Time Limits: The time limit for general presentations is a maximum of 15 minutes and a 

minimum length of 5 minutes.  
 
Cloverbud presentations do not have a minimum time limit.  
 
For Horse Communications, Individual Presentations have a time limit of 9-12 minutes. 
Team presentations have a time limit of 10-15 minutes. Speeches have a time limit of 7-19 
minutes. Slide/Audio Presentations and Videotaped Presentations have a time limit of 20-30 
minutes. Impromptu Speaking has a time limit of 5-8 minutes. Three points are deducted 
from the total score on each judge’s score sheet for every minute (or fraction of minutes) 
under the minimum time or over the maximum time. 
 
Evaluators, when giving a score for this area, will consider effective use of time based on the 
material being presented.  Timing of a presentation begins when the presenter starts to talk 
and ends at the close of the presenter’s conclusion or summary.  Questions and answers are 
not a part of the overall time measurement of the presentation.       
 
NOTE:  Cue cards will be used to alert the presenter that maximum time limit is 
approaching. YELLOW = Two minutes remaining. RED = Time is up. Bring to quick conclusion 

 



6. Live Animals: Should a presentation include the use of a live animal(s), the presenter is 
responsible for sanitation and humane well being of the animal throughout the event.  This 
would include clean up and sanitization of the presentation area making it suitable for the 
next presenter.  Live animals need to have appropriate health certificates and be caged or 
leashed appropriately.  The 4-H Office needs to approve live animals to be included in 
presentations. In Horse Communication presentations, no live animals may be used. 

 
7. Food: Food products that are created during a presentation can only be offered to the 

evaluators.  Health restrictions prevent foods from being shared with the audience.  If these 
foods are taken away from the presentation room, the presenter can then take personal 
responsibility for sharing food items.  PLASTIC GLOVES ARE REQUIRED FOR FOOD 
PRESENTATIONS, HAIR TO BE “UNDER CONTROL,” AND APRONS WORN WHERE 
APPROPRIATE. 

 
IMPORTANT FINAL WORDS:  “To Make Your Best Better” and “Learning by Doing” remain at 
the very heart of the New York State 4-H Public Presentation Program.  Although “competition” 
seems to either be thrived on by some or abhorred by others in all areas of our lives, this event 
has been made possible for the purpose of providing a healthy environment where our young 
people can receive education in the area of public presentations while at the same time being 
honored for having achieved this experience.  While awards are given for various degrees of 
accomplishment, there still remains the focus of a personal evaluation that encourages our 
young people to continually be making their personal best even better.   
 

“Inward pride for outward achievements will always be 
the highest award you can gain.”  

– Dianne Walter, former NYS 4-H Public Presentation Program Coordinator 
 
 

  



 
 
 
 
 

 
 
 
 
 

The 4-H Pledge 
I pledge 

My Head to clearer thinking 
My Heart to greater loyalty 
My Hands to larger service 

And my Health to better living 
For my club, my community, my country, 

and my world 
 
 
 
 

 
 
 
 
 

4-H Youth Development 
 

CCE provides equal program and employment opportunities 

 


