Guidelines for Speaking Notes
1)  Make the notes small enough so that they do not distract your listeners.  

     Index cards 3”x5” or 4”x6” are an ideal size and are stiff enough to be

     held easily.

2)  Print the information on your cards large enough so it can be read at a 

     glance from arm’s length.

3)  Write on only one side of each card.

4)  Limit the total number of cards to as few as possible while still retaining

     a comfortable number of reminders of your main points.

5)  Arrange your notes so that the main ideas can be picked up at a glance.

     Underline, capitalize, or color-code any point you want to emphasize.

6)  If appropriate, include on your cards specific quotations that you want 

     to be sure to state accurately, facts or figures that are complicated or 

     difficult to remember, phonetic spellings of hard-to-pronounce words, 

     and precise definitions of confusing terms.

7)  Number your cards.  Don’t experience the panic of dropping your cards

     just before the speech and being unable to get them back in order.

8)  During your speech, hold the cards in one hand, keeping them as

     inconspicuous as possible.

9)  To consult each notecard, raise your stack of cards so that you can 

     easily read the material on the top one.  Then move your hand down so

     that you can use it naturally for gesturing.  Use your free hand to place

     the card that has been used on the podium or to move it to the bottom

     of the stack.
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