HOW TO USE CHECK-OFF NOTES

Some speakers put their notes in the form of checklists to make sure they don’t leave out important information during a presentation. Here are some guidelines:

1. Use standard 8½ x 11 paper.

2. Create notes with a check-off box in front of each item.

3. Leave the bottom one-half or two thirds of the page blank (so that you can glance at your notes without having to bob your head to look at the bottom of the page).

4. When you speak, use a pen to mark off each item as you finish discussing it.

5. If you are using a lectern, place your notes on the right side, and then slide each page to the left as you finish it (so that you don’t rustle a stack of papers).
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