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IF YOU’VE ALWAYS WANTED TO BE “ON-THE-AIR,” you’ve picked the right 
contest category. Play the role of a seasoned radio announcer by recording an audio 
product that the public can listen to online or at upcoming conferences, fairs and other 
events. To get the ball rolling, check out these tools and tips. 
 
TOOLS 
Audio Recording Hardware 
 

 Computer with a sound card (OR) a portable digital recorder 
 A microphone that will plug into your sound card 

 
(Optional) 
 

 Microphone stand 
 MP3 encoder  
 Pop filter (reduces the popping noises in recorded speech, like your “Ps”) 
 Good headphones, so you can listen to your recording without background noise 

 
Digital Audio Software 
Many versions of digital audio software allow you to record and edit your audio piece for 
Web broadcast or playback on mobile devices and personal computers. Here are just a 
few software options, or check out what's new:  
 

 Apple GarageBand 
http://www.apple.com/ilife/garageband/  

 
 Audacity (free, open-source software) 

http://audacity.sourceforge.net/  
 

 Apple QuickTime 
http://www.apple.com/quicktime/download/win.html 

 
 Sony Sound Forge 

http://www.sonymediasoftware.com/products/soundforgefamily.asp 
 

http://www.apple.com/ilife/garageband/
http://audacity.sourceforge.net/
http://www.apple.com/quicktime/download/win.html
http://www.sonymediasoftware.com/products/soundforgefamily.asp


 
 
TIPS 
For your digital audio product, imagine that you are a radio host who is delivering an 
important announcement or interviewing a guest about your program. You have three 
minutes or less to communicate your message to the public. You can use sound effects 
and music to emphasize your message, but your voice is the central instrument. As stated 
in the Contest Rules, the judges will be looking for effective communication (40 points); 
effective use of technology (40 points); and a clear description of your goals (10 points) 
and process (10 points). 
 
Effective Communication 
This means that you’re getting your point across in a meaningful way. Here are some tips 
to keep in mind: 
 

 Know thy audience: Decide which audience you want to reach and speak to their 
skills and interests. You can choose a specific audience such as fellow CYFAR/4-
H members and educators; a broader audience such as teens or adults; or an 
audience as wide as the world! 

 
 Grab ’em from the get-go: How many books have you closed because the first 

page made you yawn? To make a real impact, you must grab the ears of your 
audience from the opening line. Don’t start with a ho-hum introduction. Make it 
something special so that listeners can’t help but to “tune in.” 

 
 Be creative: Your program is original, so your audio product should be original, 

too. Draw from the right side of your brain to come up with a creative approach to 
your Web broadcast and/or podcast. 

 
 Show, don’t tell: Clearly, you can’t actually “show” anything to a radio listener, 

but you can use visual language to help the audience “see” what you’re talking 
about. Rather than just telling listeners about your program, use active language 
and sound effects to enhance your message. 

 
 Get to the point: No one wants to listen to someone rambling on. Remember the 

question at hand, “Why are you here?” Then answer it. Everything in your audio 
product should support that answer—from the narrative to the background music. 
Tell people why you belong to your program and stick to that. 

 
 Make every second count: Because you have just three minutes or less to make 

your point, there is no room for unnecessary effects. Like a great news reporter, 
you should make every sound bite count.  

 

 2

http://www.avid.com/products/xpressStudio/proToolsLE/


 Go out with a bang: To leave your audience wanting more, your ending should 
have as much bang as your beginning. Don’t “overstay your welcome,” i.e., drag 
on with mundane details. In short, make your finale grand! 

 
Effective Use of Technology  
After all your creative efforts, it would be a shame to end up with a substandard audio 
segment. The judges will rate both the content and quality of your work, so make sure 
that you are using the technology in a smart way: 
 

 Practice makes perfect: Begin by doing some test recordings with your chosen 
software and review the product documentation. Your skills will improve with 
practice. 

 
 Have a chat with the audience: Try to use your regular speaking voice when 

recording. Unless it’s deliberate, attempting to use a “radio” voice will just sound 
silly and could take away from your central message. 

 
 Do a sound check: Speak in a conversational tone and try to keep the volume of 

your voice consistent. You can do this by maintaining the same distance between 
your mouth and the microphone. If you are featuring the voices of multiple 
people, make sure everyone is speaking at a similar volume. 

 
 Add some flair: Consider using a fade-in at the beginning and a fade-out at the 

end of your recording to give the piece a professional tone. You could also use 
background music to open and close the broadcast and to emphasize transitions. 

 
 Aim for a high sound quality: Try to keep your recording sound levels under the 

zero-decibel mark on the dB meter. Also, set your recording preferences to the 
highest sampling rate your computer or portable recorder will allow.  

 
 Save the recording in user-friendly format: Once you’ve recorded your content, 

convert the file to a compressed format such as an MP3 or WAV file. Most audio 
recording software gives you the option to do this. 

 
Goals and Process  
Along with your media product and text transcript, you must include a Goals and Process 
document. This document should be less than one page, in bulleted format, and should 
include statements about:  
 

 Your communication goal (the key message you want to get across to your 
audience) 
 

 Your personal goal (what you or your team want to accomplish)  
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 The process used to create the media product (how you got your ideas for the 
product; hardware and software used; URLs or sources for non-original ideas or 
images; steps to create the product) 

 
CHECKLIST 
When you’re ready to submit your media product online, be sure to include the following 
items (compressed into a single ZIP file): 
 
___ Final Product 
Save your media product in the format of your choice. 
 
___ Transcript 
Except for digital photography, a transcript is required with every media product. This 
separate document includes the text of all voice-over tracks (spoken or sung) featured in 
your recording. You can save the document in .doc, .rtf or .txt format. 
 
___ Goals and Process 
Again, this document should be less than one page, in bulleted format.  
 
___ Translation 
If your product is in a language other than English, you must also attach a translation 
when submitting it online. Failure to do so will result in disqualification.  
 
___  Permission to Use (Note: you should keep the documentation for yourself.) 
You must request permission to use any music, audio tracks, images, video or other work 
that is developed by someone else. Cite your sources in your Goals and Process 
document, as well as in the “credits roll,” if you have one. If the artist/performer/etc. 
grants you permission, be sure to keep that documentation on file with your media 
product. 
 
___ Video/audio/photo release (Note: You should keep the documentation for yourself.) 
You are responsible for securing consent/releases for the use of performances or images 
of anyone who appears/speaks/performs in your media product, including yourself and 
your team members. Go to your program leader to obtain an official release form. Take it 
with you to any photo/video/audio sessions that may feature people. Then, keep the original 
copy (with signatures) with your media product in case you need it in the future. 
 
 
Mention or display of a trademark, proprietary product or firm in text or figures does not constitute an 
endorsement by CYFERnet, the U.S. Department of Agriculture, Cooperative State Research, Education 
and Extension Service, or National 4-H Headquarters and does not imply approval to the exclusion of 
other suitable products or firms.
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