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Introduction

)URP�WKH�ÀUVW�JHUP�RI�DQ�LGHD�WR�D�SROLVKHG�VSHHFK�UHDG\�IRU�
delivery, your speech notes are one of the most valuable tools 
you have. This is where you develop your initial thoughts 
into something that may educate, inform, persuade or go 
beyond and possibly touch and inspire the people in your 
DXGLHQFH�� 6RPHWLPHV� \RXU� SUHVHQWDWLRQV� DUH� MXVW� TXLFN�
updates at work in the boardroom. But on other occasions, 
you may share stories with carefully crafted words that 
could transform a life. Where do you craft those updates 
and stories? In your notes.

My goal in writing this book is to assist you in becoming 
a better speaker by offering strategies to help you 
maximize your use of notes throughout your entire speech 
development and delivery process.  During your speech 
development, using your notes strategically can help you 
in so many ways beyond simply being the words you are 
planning to say. During the delivery of your speech, if you 
use your notes, there are strategies to ease the challenge 
of not only speaking well but also addressing all of the 
other things a speaker must be aware of so that everything 
goes smoothly and professionally. If your goal is to deliver 
memorized speeches, these strategies will help you to 
achieve that too. 

Command the Stage is your answer to creating notes that 
really work for you. This book is for anyone who speaks 
LQ�SXEOLF�RU�DW�ZRUN��SHRSOH�GRLQJ�ZRUN�VDIHW\�EULHÀQJV�RU�
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toasts to a bride, students with class presentations, clergy, 
executives, emcees, PTA leaders, community advocates, 
college and university professors, TED speakers, and anyone 
else with something to say. It’s also for people who are short 
on time or just plain nervous and have a presentation to do, 
and the only way it’s going to happen for them is if they 
use notes to speak from. I cover that, too. Finally, if you’re a 
developing speaker who wants to do more speeches so you 
can advance your skills faster, but you don’t have time to 
memorize each and every speech, this is for you, too! The 
great thing is that as you become more strategic with your 
notes and work with them as you prepare your speeches, 
you are actually on your way to memorizing your speeches. 
Notes are a great tool for reaching that objective. 

As a lifetime performer and presenter, I’ve been in front 
of groups hundreds of times. Although I’ve done plenty of 
presentations from memory, I’ve done even more with notes 
WR�DVVLVW�PH��6RPH�VLWXDWLRQV�MXVW�UHTXLUH�LW��2YHU�WKH�\HDUV��
I’ve developed ways to help me be as effective, comfortable, 
and inconspicuous with them as possible. People have said 
to me after I’ve spoken that “it didn’t look like you were 
using notes.” These were important words to hear. They 
validated that I could use notes if needed and not have 
them detract from my presentation. 

No one wants to be that speaker who fumbled about on 
VWDJH��UXIÁLQJ�WKURXJK�SDSHUV�ORRNLQJ�ORVW��RU�JOXHG�WR�WKH�
page and never making eye contact with the people listening 
to them. When that happens, your message is adrift and 
so is your audience. But it doesn’t have to be that way. I 
SURPLVH�WKDW�\RX�ZLOO�ÀQG�LGHDV�WKDW�DUH�HDV\�WR�LPSOHPHQW�
in your very next speech.  You will feel more prepared, and 
EHWWHU�HTXLSSHG�WR�VKDUH�\RXU�PHVVDJH�ZLWK�\RXU�DXGLHQFH��
Recently, Helen, who was one of my early test readers of 
this book, told me this: “A couple of weeks ago I was asked 
to give a 5-minute safety talk at a meeting with 2 hours’ 
notice, so I thought of your tips. It worked out well!”

:KHQ� \RX� GHYHORS� \RXU� QRWHV� ZLWK� VSHFLÀF� WKLQJV� LQ�

vi  Command the Stage
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mind, you can provide yourself with ways to learn your 
material more easily while also helping you improve your 
GHOLYHU\�DQG�ZLWK�WLPH��PHPRUL]H�\RXU�VSHHFK��,I�\RX�ÀQG�
\RX�UHTXLUH�VRPH�QRWHV� LQ� WKH�SUHVHQWDWLRQ�� WKH\�FDQ�KHOS�
you stay organized, remember to do important things at the 
EHJLQQLQJ�VXFK�DV�DFNQRZOHGJH�GLJQLWDULHV��ÀQG�\RXU�SODFH�
again after looking up in the middle, help you keep to the 
time allotted and more. Your notes can also help you with 
the logistics of the event. In the end, you’ll speak with more 
FRQÀGHQFH�DQG�SRLVH�DQG�EH�UHPHPEHUHG�E\�WKH�DXGLHQFH�
for good reasons.

 But wait! Some people frown on speakers using notes! 
That’s true because using notes poorly can negatively 
impact your delivery and impede your connection with 
your audience. You can fumble about or even get lost. 
Has it happened to you? It has to me. But I’ve developed 
solutions for this embarrassing situation that I’ll share with 
you. The thing is that often when preparing a speech, there 
just isn’t time to learn it all from memory and some notes 
DUH�UHTXLUHG��+DYH�\RX�QRWLFHG�WKDW�ORWV�RI�SHRSOH�XVH�QRWHV��
even with the risks? And in my experience, a memorized 
VSHHFK�GRHVQ·W�DXWRPDWLFDOO\�PHDQ�D�WHUULÀF�GHOLYHU\��,W�MXVW�
means the speaker didn’t use notes. In the end, the goal is to 
speak our minds. If you can do it from memory, great! If you 
need notes, also great! Just say what you need to say.

6R�ZKDW�ZLOO�\RX�ÀQG�LQ�Command the Stage? 
This book will take you through all of the stages of the 

speech development process from your initial idea and 
the importance of using a structure for your speech. Then 
we move into strategies for the text to help you learn your 
material. You’ll learn to create a visual landscape on the 
page that is friendly to your eyes along with ways to reduce 
the amount of text on the page. This will help you not just 
learn your speech but help you deliver it if you decide to use 
notes. After that, the concept of margin notes is introduced. 
These are varied and super useful for helping you with 
other aspects of your presentation. We also look at an 
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Deanna Ford
PREVIEW CHAPTERS of COMMAND THE STAGE

Deanna Ford



alternative approach to creating and using notes. Then it’s 
onto six reasons to embrace practicing and suggestions for 
how to do this. Next, two different situations are included: 
what to do when you’re thrust into a speech at the last 
minute, as well as tips for the long presentation. Notes and 
overhead projection programs often go together, so we’ll 
cover an extensive list of DOs and DON’Ts to make your 
speech stronger. The book wraps up with critical pre-event 
FRQVLGHUDWLRQV�� WLSV� IRU� GHDOLQJ� ZLWK� QHUYHV�� DQG� ÀQDOO\��
what to do when it’s your turn to go on!

If you aspire to be a speaker who is comfortable and 
self-assured at the front of the room, with or without notes, 
reaching your audience with your message, then keep 
reading. The strategies revealed in Command the Stage will 
help you take your presentations to the next level.

viii Command the Stage
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CHAPTER THREE

First Things First: 
Develop Your Speech

With each presentation, you have an opportunity. You have 
people’s attention. You can share valuable information that 
may help them, inspire them, or motivate them—whether 
it is in business or in life. You can share your thoughts and 
ideas, your opinions, and a little or a lot about yourself. It 
is a great gift to have someone listen to you. Audiences, 
however, are very savvy. You’re taking up their time. 
Whether they chose to be in attendance or they’ve been told 
to be there, their physical presence does not guarantee that 
you will have, or keep their attention. If you’re not prepared, 
you run the very real risk of losing them. And you may not 
get them back. Therefore, it’s wise to consider how you’ll 
craft your speech to prepare and present your topic.

Some people can create a speech completely in their head 
and do very well. As I mentioned in the previous chapter, 
WKRXJK��,�ÀQG�LW�EHVW�WR�GHYHORS�D�VSHHFK�ZLWK�ZULWWHQ�QRWHV��
,�ÀQG�LW�KHOSIXO�WR�JHW�WKH�WKRXJKWV�DQG�LGHDV�RXW�RI�P\�KHDG�
so I can put them in order and build them into a speech 
WKDW�D�OLVWHQHU�FDQ�IROORZ�DQG�KRSHIXOO\�DOVR�ÀQG�LQWHUHVWLQJ�
and memorable. My recommendation to you is if you don’t 
already, start writing out your ideas and work them into 
speeches. After all, in order to be strategic with notes, you 
have to have some written.

Before I go further, I just want to say that while I will be 
talking about speeches that may sound like the type a guest 
speaker would give at a conference, I am sharing principles 
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that can be applied not just to that kind of speaking but to 
all kinds of speaking. And, although you may not consider 
\RXUVHOI�RIÀFLDOO\�DV�D�VSHDNHU��LI�\RX�GR�D�SUHVHQWDWLRQ�DW�
WKH�RIÀFH�RU�LQ�FODVV��VSHDN�XS�DW�D�FRPPXQLW\�PHHWLQJ�RU�
JLYH�D�HXORJ\��WKHQ�\RX�DUH�D�VSHDNHU�HYHQ�LI�MXVW�EULHÁ\�DQG�
these ideas I’m going to share can be useful to you.

My Process 

My approach to speech development varies from speech to 
speech. Sometimes I pick the structure to use and develop 
my idea within that framework. Other times, I structure it 
after I have purged the idea from my head by sitting and 
writing until I have nothing left to say. Then I go back 
and review what I’ve written and begin to organize it. 
Whichever way the idea comes out of me, once it’s in the 
computer, I can assess the content and appropriateness to 
what I want to say. I also assess it for being in a logical, easy-
to-follow order. I consider how I want to introduce my topic 
and I think about the transitions between ideas. Finally, I 
contemplate how best to conclude. In doing all of that, I 
move around sentences and paragraphs until I arrive at 
what I think will work. I consider the sentences themselves 
DQG�KRZ�WKH\�DUH�FRQVWUXFWHG��$QG�� ,� UHÁHFW�RQ�P\�ZRUG�
choices and make any changes that I feel will strengthen 
my message. Writing for the ear is important, so I consider 
how it sounds and if it would be easy to listen to. In reality, 
much of this goes on simultaneously. I never know when 
a great turn of phrase or word will pop into my head, so I 
make sure to capture them when they happen. When I have 
ÀQLVKHG�WKLV�UHYLVLQJ�VWDJH��,·OO�GR�D�WHVW�UXQ�RI�WKH�VSHHFK�
out loud. This always reveals where I can further strengthen 
it through more changes in words, sentences, or the order 
of ideas.

2QFH��,�UHPHPEHU�VLWWLQJ�DW�P\�FRPSXWHU��ZRUGV�Á\LQJ�
RXW�RI�WKH�WLSV�RI�P\�ÀQJHUV�RQWR�WKH�NH\ERDUG�DV�,�SXUJHG�
an idea. Finally, I sat back to review my masterpiece only 

12  Command the Stage

Deanna Ford
PREVIEW CHAPTERS of COMMAND THE STAGE



to realize that I had written not one but two speech topics 
scattered through the many pages of text. While both were 
important to me, I decided I would focus on the one I had 
initially aimed for, did a “save as” on my computer, and 
gave it a new name. Then I proceeded to delete all that didn’t 
pertain directly to it. When that was done, and because I had 
been inspired to say my piece but had given no thought to 
structure, I set about developing it into an organized speech 
using the same process I just described.

However, on most occasions, I have an idea about the 
VWUXFWXUH�,�ZLOO�XVH�DQG�ZKHUH�P\�LGHDV�À�W�LQWR�LW�IURP�WKH�
start. Then I proceed to write it all out in an initial draft and 
then re-evaluate it. In the end, I try to create the clearest, 
most logical, and engaging presentation that I can. One 
useful trick I also use is writing with the approximate word 
count for the time allotted in my mind. For instance, if I am 
preparing a 5- to 7-minute 
speech, I know based on my 
usual rate of talking that I 
have about 700–800 words 
to work with, or about 2–3 
pages double-spaced typed 
text. I use this to guide me as 
I do my initial speech draft. 
The number is ultimately 
approximate because it 
depends on how fast I talk on 
the day of the presentation 
but at least it helps to get me 
into the ballpark. 

2QH�WLPH�ZKHQ�,�À�QLVKHG�
my initial draft of a 5- to 
7-minute speech, I discovered 
that I’d ended up with around 
1,200 words! This meant I’d better shorten it down to, at 
most, 800 words before I considered practicing it. Besides 
word count, other variables will affect the number of words 

dŚĞ�EĂƟ�ŽŶĂů��ĞŶƚĞƌ�ĨŽƌ�
sŽŝĐĞ�ĂŶĚ�^ƉĞĞĐŚ�ƐƚĂƚĞƐ�
ƚŚĂƚ�ƚŚĞ�ĂǀĞƌĂŐĞ�ƌĂƚĞ�ĨŽƌ�
�ŶŐůŝƐŚ�ƐƉĞĂŬĞƌƐ�ŝŶ�ƚŚĞ�
hŶŝƚĞĚ�^ƚĂƚĞƐ�ŝƐ�ĂďŽƵƚ�
ϭϱϬ�ǁŽƌĚƐ�ƉĞƌ�ŵŝŶƵƚĞ͘�
hůƟ�ŵĂƚĞůǇ͕ �ƚŚĞ�ƌĂƚĞ�ƚŚĂƚ�
ǇŽƵ�ƐƉĞĂŬ�Ăƚ�ĚĞƉĞŶĚƐ�ŽŶ�
ǇŽƵƌ�ĐƵůƚƵƌĞ�ĂŶĚ�ǇŽƵƌ�ŽǁŶ�
ƐƉĞĞĐŚ�ƐƚǇůĞ͘��ǀĞƌǇ�ĐŽƵŶƚƌǇ�
ŚĂƐ�ƐůŽǁĞƌ�ĂŶĚ�ĨĂƐƚĞƌ�
ƚĂůŬĞƌƐ͘��ĚĚ�ŝŶ�ŶĞƌǀĞƐ�ĂŶĚ�
ǇŽƵ�ŐĞƚ�ĞǀĞŶ�ŵŽƌĞ�ǀĂƌŝĂƟ�ŽŶ�
ŝŶ�ƐƉĞĞĚ͘�hƐĞ�ƚŚĂƚ�ĂǀĞƌĂŐĞ�
ĂƐ�Ă�ƐƚĂƌƟ�ŶŐ�ƉŽŝŶƚ�ƚŽ�ŚĞůƉ�
ǇŽƵ�ƉůĂŶ�ǇŽƵƌ�ƐƉĞĞĐŚĞƐ͘
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you can have, such as if you plan to use props or Microsoft 
3RZHU3RLQW��RU�RWKHU�RYHUKHDG�SURMHFWLRQ�SURJUDPV���%RWK�
of these will add time to your presentation, which you must 
account for. Another one is humor! If you have a funny 
speech and a time limit, plan for audience laughter. While 
WKH�ODXJKWHU�ZLOO�PRVW�GHÀQLWHO\�EH�IXQ�WR�KDYH��EH�DZDUH�
that it will use up time.

A Few Words about Structure 

Have you ever listened to someone speak passionately 
about their topic but come away unclear of what you’d just 
heard? Or have you felt lost because you couldn’t follow 
them? Have you come away remembering what the speaker 
wore more easily than what they said? I know I have. There 
have been times when I was following what the speaker 
ZDV�VD\LQJ�TXLWH�ZHOO��EXW�WKHQ�VXGGHQO\�,�ZRQGHUHG��´KRZ�
did we get onto that topic?” If you’ve had any experiences 
like this, I bet you were listening to a speaker who didn’t 
understand the immense value of speech structure or hadn’t 
spent enough time developing theirs. 

Even though notes are a valuable tool for a speaker, if you 
don’t create them well, they won’t help your presentation 
to the extent that they could. You can end up delivering a 
confusing message and no number of strategies I’ll show 
you will help. 

Why Structure is Good for You

• Putting your speech into a structure helps 
you separate its different elements including 
introduction, supporting material, and conclusion. 
This separation can help as you arrange your ideas 
into a logical order. 

• Once the main sections are separated, you can 
consider each of them individually. For instance, 
you can think about how to introduce the topic, 
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including what would be a good hook to begin with 
to capture the audience’s attention from the start. 
Then you can decide what makes sense to follow 
the introduction; that is, which point or supporting 
LGHD�VKRXOG�FRPH�ÀUVW�DQG�ZKLFK�VKRXOG�FRPH�QH[W���
You’ll also be able to see where your transitions will 
fall and can plan how you want to do them. Finally, 
in seeing where your conclusion begins, you can 
consider what makes sense to sum it all up and close 
your speech. 

• A structure can help ensure your points receive 
the proper amount of coverage compared to 
each other. As you’re writing your ideas down, it 
becomes obvious if one point gets a short, half-page 
SDUDJUDSK�� DQRWKHU� ÀOOV� WZR� SDJHV�� DQG� WKH� WKLUG�
point is only a sentence or two. You can better assess 
how much weight you want to give each point.

• A structure can help you stay on track with your 
WLPH��,I�\RX�GLG�ÀQG�WKDW�RQH�RI�\RXU�SRLQWV�WRRN�D�
FRXSOH� RI�SDJHV� WR� H[SUHVV� DGHTXDWHO\�� \RX�ZRXOG�
know that it will take more time to get through that 
material than the other ideas. You’ll have to decide if 
you will alter your speech to develop that one point 
into its own speech or cut back and balance it with 
the other points you have. Whichever way you go, 
having your ideas separated makes them easier to 
work with.  

• A structure will aid you with your delivery because 
your thoughts will be in order before you step in 
front of a group to speak. This will help prevent you 
from being “all over the map.”

I’ve had students tell me that they feel limited by a structure. 
,Q�FDVH�WKLV�LV�KRZ�\RX�IHHO��,�VXJJHVW�WR�\RX��DV�,�KDYH�WR�
them) that using a structure doesn’t mean you can’t create 
an interesting presentation. It’s true in speaking just as it’s 
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true in other areas. Consider construction. From building 
a small garden shed to building a four-bedroom home, the 
principles are the same. The walls use the same structure 
of 2 × 4s laid out in a pattern. Or, consider music. From a 
VLPSOH� FDPSÀUH� VRQJ� WR� \RXU� IDYRULWH� FRXQWU\�� URFN� RU�
classical piece, 99.9% of all music is built on a simple four-
chord pattern or structure. Listen below the riffs, runs, or 
O\ULFDO� SDVVDJHV�� DQG� \RX·OO� ÀQG� DQ� XQGHUO\LQJ� VWUXFWXUH��
I guarantee it. In the end, it’s not necessary to understand 
building construction or music to know the results. Like 
the house and your favorite piece of music, great speeches 
also follow a structure. Houses are built, music is written, 
speeches are crafted. And it all gets easier with practice.

Why Structure is Good for the Audience 

• In any speech presentation, the audience has only 
one chance to hear and understand the speaker. So, 
even if you deliver your speech without faltering, 
their time and yours will be essentially wasted if 
some or most of your audience couldn’t follow your 
train of thought. I’ve heard speakers ramble on, 
seemingly oblivious to whether their audience was 
actually following them. This is both disrespectful 
to the audience and avoidable. It’s up to you, as the 
speaker, to try to make it easy for them to follow you. 
Structure is not only your friend but the audience’s, 
too. 

• Some of my students were also a little resistant to 
writing within a structure because they felt it was too 
simple or predictable. But a speech is not intended 
to be read, it’s meant to be spoken. By setting your 
ideas out in an easy-to-follow path, your audience 
will have a better chance to follow and understand 
what you’re trying to tell them. Don’t worry that 
your structure may be apparent to the audience. 
Most often it won’t be. When it is more apparent, 
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this will be okay, too. Why? Because your audience 
will know very easily where you are going next. If 
the audience doesn’t have to work to follow you, 
they can listen more easily and absorb what you 
have to say.

There are different speech structures that you can use 
to lay out your ideas, depending on what your speaking 
situation is: where, for whom, and for what purpose. Some 
of these include chronological format, problem-solution, 
cause and effect, or compare and contrast. TED talks are 
different again and have their own style and rhythm.  As an 
alternative structure, storytelling has various approaches 
that can stand on their own or be incorporated into any of 
the other structures I’ve just mentioned. In the end, whether 
LW�LV�DQ�RIÀFLDO�VSHHFK�VXFK�DV�D�IRUPDO�DGGUHVV�WR�WKH�%RDUG�
RI�'LUHFWRUV�RU�D�5RWDU\�&OXE��RU�VLPSO\�D�WRDVW��ZKLFK�UHDOO\�
is also a speech, even if short), you have to open, you have 
to say something, and you have to close. 

Many shorter speeches follow a simple, yet effective, 
ÀYH�SDUDJUDSK�RUGHU�

Introduction
Supporting point #1
Supporting point #2
Supporting point #3
Conclusion

In this format, each of the supporting points could be a story, 
a testimonial, a statistic with or without an explanation, or 
some facts. This simple structure is, as I said, very versatile. 
�6HH� SDJH� ��� IRU� D� GRZQORDGDEOH� WHPSODWH� RI� WKH� EDVLF�
speech structure.)

With full recognition that most people’s schedules are 
chock full to the brim, I still recommend that to strengthen 
your speaking, you take as much time as you can to develop 
compelling speeches that follow a well-structured path. 
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Write them out and get very clear about what you’re going 
to say. Once you have a very good idea of this, then in the 
DFWXDO�GHOLYHU\�\RX�PD\�ÀQG�WKH�IUHHGRP�WR�ZLQJ�LW�D�OLWWOH�
and still convey what must be said while staying within your 
time limits. Then as you write and deliver more and more 
VSHHFKHV�� \RX�PD\� ÀQG� DV� ,� KDYH�� WKDW� \RX� GRQ·W� DOZD\V�
need to write all of them out completely, word for word. 
Depending on the topic, you may be able to just collect 
your thoughts on a page as talking points. Place them in a 
logical order. And, as we’ll get to later, check your timing in 
practice. This is a process from one speech to the next to the 
next. It all gets better and easier the more you do it. It is time 
well spent for taking your speaking to the next level. 

Now that you have a written draft of your speech, let’s 
see what you can do to both learn it more easily and deliver 
LW�ZLWK�ÀQHVVH�

For a downloadable template of the basic speech structure, go to: 
deannaford.ca/basicspeechtemplate/ 
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/ƚ Ɛ͛�ŶŽƚ�ŚŽǁ�ƐƚƌŽŶŐůǇ�ǇŽƵ�ĨĞĞů�ĂďŽƵƚ�ǇŽƵƌ�ƚŽƉŝĐ͕�ŝƚ Ɛ͛�ŚŽǁ�
ƐƚƌŽŶŐůǇ�ƚŚĞǇ�ĨĞĞů�ĂďŽƵƚ�ǇŽƵƌ�ƚŽƉŝĐ�ĂŌĞƌ�ǇŽƵ�ƐƉĞĂŬ͘
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CHAPTER FOUR

Page Set Up

Most people I’ve seen using notes have a page of text in 
front of them that is just that: a sheet of text.  It’s all uniform. 
Sometimes, the speaker hasn’t divided their speech ideas 
into paragraphs. Rather, they simply have line after line of 
words. The problem with a page of text is it creates a uniform 
appearance that can be deadly for a speaker. Even if there 
are paragraphs, when a page is just a block of text from top 
to bottom, it’s really no surprise when, after looking up at 
the audience, the speaker hesitates when they look back 
down to their notes. It’s likely they’re searching for where 
WKH\�DUH�RQ�WKH�SDJH��KDYLQJ�WURXEOH�TXLFNO\�ÀQGLQJ�WKHLU�
next line. I know this because I haven’t just seen people do 
it—I’ve done it myself! Eventually, I decided that this was 
unacceptable, so I began experimenting. What follows are 
strategies that have helped me, and speakers I work with, 
both in the preparation of the speech as well as for those 
times when notes were used for the delivery. 

The basic idea is that you need to make it easy for your 
H\HV�WR�ÀQG�WKHLU�SODFH�RQ�WKH�SDJH��2QFH�\RX�KDYH�ZULWWHQ�
your draft, you have to transform that uniform page of 
text into something much more useful. You need this for 
practicing it more easily as well as if you use the notes on 
stage. To do this, you must create a helpful visual landscape 
for your eyes so you can navigate the page more effectively. 
7KHUH�DUH�D�QXPEHU�RI�ZD\V�WR�GR�WKLV��7KH�ÀUVW�SODFH�WR�VWDUW�
is with the page set up.
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How to Begin 

Paragraphs: As you start developing your speech, be sure 
to separate your notes into paragraphs. At a minimum, you 
should have one paragraph for your introduction, one for 
each supporting point or story, and one for your conclusion. 
The reason for this is each idea is then contained and 
separated from the others. 

Line Spacing: Next, when it’s time to practice and also for 
WKH�ÀQDO�GHOLYHU\�LQ�IURQW�RI�DQ�DXGLHQFH��WKH�VSHHFK�VKRXOG�
be double-spaced or, at a minimum of 1.5 spacing. This puts 
less text on the page, and the separation between lines will 
help you see them more clearly. 

Margins: Aim for shorter lines across the page. I’m referring 
WR�WKH�PDUJLQV�KHUH��5HVLVW�WKH�WHPSWDWLRQ�WR�ÀW�DV�PXFK�WH[W�
on the page as possible by making your margins smaller. 
Yes, it would lead to fewer pages but be careful, as there 
may be a negative tradeoff when it comes time to glance 
down at your page while up at a lectern. Lines that are long 
are harder to read than lines that are short. 

Font:�&KRRVH�RQH�WKDW�\RX�OLNH�DQG�ÀQG�HDV\�WR�UHDG�DQG�VHW�
it for at least 14-point. Larger fonts are easier to read in the 
KHDW�RI� WKH�PRPHQW��6RPH�SHRSOH�ÀQG�VHULI� IRQWV� VXFK�DV�
Times New Roman easy to read, whereas others prefer sans 
serif fonts like Arial. Experiment to learn which works best 
for you. Maybe your preference will be Cambria or Verdana!

Serif    Sans serif

Times New Roman  Arial
Cambria   Verdanda
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Page Numbers: These are essential if you have more than 
a couple of pages. There are two reasons for this. First, you 
FDQ�TXLFNO\�VFDQ�WKURXJK�WKHP�WR�HQVXUH�\RX�KDYH�DOO�\RXU�
pages of your speech and see if they’re in the right order. 
You don’t want to be speaking and move to your next page 
only to become confused because what came next wasn’t 
supposed to be next. Second, page numbers will help you 
LQ�FDVH�\RX�GURS�\RXU�SDSHUV�RQ�WKH�ÁRRU��1RZ��,�NQRZ��WKLV�
never happens! But better to be ready for Murphy’s Law so 
it won’t get the best of you. If you do drop your pages on 
WKH�ÁRRU��SDJH�QXPEHUV�JLYH�\RX�WKH�RSWLRQ�WR�UHRUGHU�WKHP�
yourself, or if you have something else to set up or prepare, 
you can hand the stack to a friend to reorder even if they 
have never heard the speech.

Cue Cards: Another option is to use cue cards. The cards 
are smaller to hold than traditional paper and can free you 
up from a lectern, thus allowing you to move around the 
stage more easily. This freedom to move may also enhance 
your presentation. But one caution for cue cards: if you have 
a lot, they can be cumbersome to use. There is also a risk 
WKDW�\RX·OO�GURS�WKHP��$QG��LI�WKH\�GR�KLW�WKH�ÁRRU��\RX·UH�
LQ�D�VFUDPEOH�WR�ÀUVW�SLFN�WKHP�XS�DQG�WKHQ�JHW�WKHP�EDFN�
in order! If you have them numbered, as I suggested for 
regular sized paper, this will help. Finally, make sure the 
written notes are big enough to see even in dim light.

Once you have your page set up, you can begin to incor-
porate other strategies to help your eye. Let’s move now to 
visual cues.
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