Making and Using Notes

_______________________________________________________
Notes are necessary because…

· You can’t rely on memory. 

· They are a safety net.

· Notes help you to keep on track. 

· You can’t rehearse timing without notes.

Highlighting a Script

No matter how much preparation and rehearsal has been put in, being faced by an audience makes even the most experienced presenters forget their material.  For this reason, all presenters should come equipped with a set of notes - not to read out directly, but to use as prompts.

The two main methods are:

· Highlighted script - Typed, large typeface, double-spacing, highlight key words.

· Cue cards - Small card approx. 2 x 3 inches, numbered in order, loosely tied, key words and phrases.

For either method, the first step is to produce a script of what you want to say.  This is used for planning your material, as well as helping in the rehearsals and timing of each particular key stage.

In both cases, the notes serve only as prompts.  You must rehearse the script so that you know what you are going to say.

The highlighted Script

With this method, you use the actual script with key words or phrases within the text picked out with a highlighter pen. Ideally the script should be typed in large typeface with double line spacing to make it easy to read.

Cue Cards

With this method, you identify key words or phrases in the script and write them on a series of small discreet cards.  You then punch a hole in the corner of each card and tie them loosely together in the order you need them.
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