you will give it. This will involve going through HANDS
all the steps you will follow in your actual pres-

entation. Play it out in front of a mirror The best place for the hands is at the two sides

of your body. Holding the hands straight to the

Pretend you are sitting on the stage. You are sides can give a stiff appearance. A bent atm held
introduced and you walk to the speaker’s stand at the waist (book carrying position) is often more
or microphone. You pause, look around, smile effective and creates a more casual appearance.
at the audience, pause once more, look at your Don’t clench your hands together. You can place

your hands on the speaker’s stand occasionally,
but do not grip the stand or lean on it. Don't
fold your hands across your chest. Don’t stroke
your ear or throat. Don't hold the microphone.
It is not offensive to place a hand in your pocket
occasionally—but don’t keep it there. You also
can clasp your hands behind your back occasion-
ally.

audience and begin.

PRACTICE! PRACTICE! PRACTICE!

The
Delivery

Avoid meaningless
You are about to go on! You are seated on gestures. They should
the stage, platform, or at a table. The toastmaster

3 . . . - be used only when they
or chairman has just finished introducing you.

are spontaneous and
Rise and walk gracefully to the speaker’s stand. when they will help
clarify or emphasize a

Take a deep breath and exhale slowly. .
point.

Smile. .

A gesture is appro-
priate if it is one you
would make during an
ordinary conversation
with a group of friends.

Look at your audience.
Don’t rush.
Acknowledge your introduction.

Start talking.

GAINING CONFIDENCE

Pick out two or three people in the audience
STANDING m..:_ H.u_r to them as you would in normal con-
versation.

Stand at ease. Your
weight should be evenly
distributed on both feet
or shift your weight
from one foot to the
other from time to time
for comfort. Don’t sway
back and forth. Re-
member that ease, erect-
ness and freedom of
movement are essential.

Speak slowly and distinctly. Go up and down
the scale—don’t be a monotone.

Pronounce your words correctly.
Pause often.

Be enthusiastic.

Smile.

Be sincere.

Never talk “down” to your audience.

Kinds
Of Speeches

The seven kinds of speeches used most often
by 4-H Club members are discussed in this section.
The radio speech is omitted because generally it
is read and, therefore, is related only vaguely to
the other types.

THE PLATFORM SPEECH

(includes method demonstrations)

This kind of speech has been the basis of dis-
cussion up to this point. The foregoing sections
give pointers on this type.

THE PRESIDING FUNCTION

Going to the Platform

If possible, go on the platform ahead of time,
so you will feel at home there. Get the feel of
the size of the room and locate your own chair.

You are the host or hostess, and must recognize
your audience as soon as you approach the plat-
form. Locate your chair in your thought before
you go on—walk to it, looking at your audience.

Usually you are seated to the left of the speaker.
If others are to be seated beyond you, stand beside
your chair until the others reach their places.

Sitting on the Platform

Keep forward foot flat on the floor, feet touch-
ing.

Never cross your legs.

Be gracious to others on the platform with you.

LISTEN while others are speaking. Never go
over your notes or rattle papers while your guest
is speaking.

Forget yourself—your clothing—keep hands away
from face and hair.

Breathe deeply—it will help you to relax.
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Going to the Rostrum Desk

Walk naturally. Have your notes ready, well
marked in large enough print so you can read them
at a glance. Take your time.

Wait for the audience to become quiet. Have
a friendly feeling toward your audience—not
superior or inferior.

LOOK at your audience before you speak each
time. Recognize persons farthest away. Being
conscious of them will enable you to reach them
with a free voice. Talk as though you were speak-
ing to just ONE person.

Introducing Your Speaker

Chat with your speakers beforehand. Be sure
you have the correct pronounciation and statement
of their names, titles, organizations represented
and subjects.

It is always correct to give briefly the quali-
fications, experience and achievements of the
speaker, but do not build him up with a “wordy”
introduction.  An extemporaneous introduction is
better — more natural and friendly. Make each
statement simple but give sufficient information
about your speaker to interest your audience.

Speakers can do better work when they have
a sincere, friendly introduction. Help your audi-
ence to realize that the speaker is an authority
on his subject. You can help them want to listen
intently.

Avoid trite phrases, such as “needs no introduc-
tion” or “I give you.” If you are presenting some-
one well known to your audience, emphasize the
pleasure it is to hear him again, make him feel
welcome.

Give the speaker's name at the end of your
introduction. A speaker usually rises when his
name is spoken. Keep facing your audience as
you give the name.
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GATHERING MATERIALS

First, draw from your own knowledge of the
subject and your own experiences related to it.
Put your ideas on paper.

The next place to look is in your personal
library. Assemble all the written material you
have on the subject.

The third step is to visit your public library.
Tell the librarian what you are looking for and
ask for suggestions. Check through the card file
index. Look for the alphabetical listings related
to your topic.

Next, talk with people who are authorities on
the subject. Get their opinions.

MAKING NOTES

Don’t rely on your memory. From the very
start, begin writing down your ideas. A small
notebook will do, but many people find that using
3 x 5 white note cards works better. The advan-
tage of note cards is that if each contains only one
idea or fact, the cards can be shifted and placed
in the proper order when the speech is being
organized.

After your notes are made, put them in some
logical order. Read them over several times until
you are familiar with your material.

WRITING THE SPEECH

A speech has three major parts—the introduc-
tion, the body and the conclusion.

The Body

Start with the body of the speech. Write out
the purpose of your speech in clear and precise
terms. If your purpose is to entertain, the ap-
proach will be different than if the purpose is
to inform.

Decide upon three or four main points to be
covered. List these main headings and group your
notes under the proper heading.

Take each point in turn. Select a lead sentence
and expand on it. The basic thought should be
concentrated in the first sentence. Each following
sentence should relate directly to the basic thought
of the total paragraph.

In building your ideas, begin with something
familiar to your audience. Move from the known
to the unknown. One of the best examples of
this approach is found in the teachings of Jesus.
His early followers knew little of the mysteries
of Heaven, but they could understand things that
were familiar to them—such as mustard seed,
leaven and the like. He would begin with—*“The
kingdom of Heaven is liken to—.” He would then
move to the unknown.

Use stories and illustrations to make your ideas
personal. Be convincing. Show your audience
that what you have to say. is important to them.

The Introduction

The next step is to prepare your introduction.

Someone has aptly stated, “Your first ten words
are more important than your next ten minutes.”

Forget the ancient procedure of beginning with
statements such as: “Mr. Chairman, honored
guests, ladies and gentlemen, it is a distinct pleas-
ure to come before you this evening.” Simply
acknowledge your introduction with a polite
“thank you” and immediately begin your speech.

Capture your audience in your opening state-
ment. If you do not, the remainder of your time
may be spent catching up with it.

Put your audience on the edge of their seats.
This is where you want them. Some of the proved
methods follow:

Announce the title and /or subject of the speech.
Remain standing until the speaker has taken
his place.

When you introduce a speaker, you should
avoid using trite remarks such as:

»

“We are fortunate tonight to have .
“We are greatly honored by . . .”
“Our speaker tonight needs no introduction . . .”

Do not build the speaker up too much.

Do not mix introductions with announcements,
committee reports, etc.

Avoid embarrassing speaker by:

Apologizing for the fact that he is a
substitute.

Apologizing for the fact that he is not
well known.

Telling embarrassing stories about him.
Never be guilty of stealing his speech material.

Do not look at the speaker when introducing
him. Aim your remarks at the audience.

Do not rehash the speech after the speaker has
finished.

Pronounce the speaker’s name correctly.

THE PRESENTATION SPEECH
The audience wants to know:

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

® Why this honor is being given.
® Who the donors are.

® The name of the person receiving an award
at the end of your speech.

® Why he got the award instead of someone
else.

® Specific accomplishments of this person.

® The influence this person’s work will have
on others.

The receiver does not want:

® To be asked to say a few words.

® 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 make untrue statements about his
work.

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

® His name mentioned until the end of your
speech.

® The attention in the speech directed too
much to him, but rather his accomplishments.

You, the speaker, should:

® Lessen the embarrassment as much as
possible.

® Be brief, but complete.

® Be sure of what you are saying.
® Be enthusiastic.

® Be concise.

® Be heard by all the audience.

® Be accurate and complete in your informa-
tion.

® Make the speech inspirational in character.
® AVOID comparisons with others.

® Be genial, sincere, pleasant, and anxious to
do the awarding.

® Stress the symbolic nature of the award or
gift.
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® lavorably evaluating the work you did.

@ Indicating that you are now abdicating your
responsibilities and others must carry on.

® Personal chit-chat with the giver or with
members who worked with you.

Be sure to end with a brief, sincere statement of
appreciation.

THE COMMITTEE REPORT

Committee reports need not be the dullest and
least interesting part of any meeting. If a few
simple rules are followed, committee reports can
be interesting and informative. Some of these
rules follow:

® Give the name of the committee.

® Announce the names of committee members.

® Give the purpose for which the committee
was appointed.

® Tell what the committee accomplished.

® List the recommendations prepared by the
committee.

@ Hold the committee report to 3 or 4 minutes.

® Make the report interesting.

THE EXTEMPORANEOUS SPEECH

Extemporaneous speeches fall into two cate-
gories, namely: the wunpredictable and the pre-
dictable.

The unpredictable extemporaneous speech may
arise out of a situation in which you feel compelled
to say something but have had little time to think
about it, or you may be called upon to state your
opinion on some question without warning.

The main help in these situations comes from
experience and much practice. However, some
guidelines follow:

® Decide quickly on a place to begin.

® Use what someone else has said as a takeoff.
® Make some comment about the occasion.
® Use a story that fits the occasion.

Connect the occasion with current world
affairs.

® Quote what someone has said in a similar
situation.

@ Express yourself as for or against the prop-
osition. Give reasons and facts to support your
stand.

The predictable extemporaneous speech differs
from the unpredictable in that the speaker can
predict with some amount of certainty the situ-
ation he is likely to encounter.

In this type of situation you will be able to
make some general preparation.

Before the meeting:
® Have a number of facts clearly in mind.

® Make up your mind exactly how you stand
on the issue.

® Accumulate a supply of appropriate stories.

e Talk with people and learn their séntiments
—these can be quoted.

ho, " o s

The extemporaneous speech should be delivered
in the same manner as a prepared speech.

Some basic principles of extemporaneous speak-
ing follow:

® Confine yourself to one main idea or point.

® Develop your idea with facts, reasons, illus-
trations, examples and stories.

® Use short sentences.
® Be enthusiastic.

® Stop.
11
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