
Cue cards (e.g. standard office supply index cards) should contain pointers about what you're 
going to say rather than every single word. 

1. Number the cards in the same place on each card (e.g. the top right-hand corner).

2. Use one card for each of your PowerPoint/Prezi slides.

3. Write on one side of the card only. If you have too much information to fit on one side, 
you're probably writing too much down. Simplify it. Strip it down. The less there is on each 
card, the less you will look at them and the more you'll look at the audience.

4. Write neatly, in larger than usual CAPITAL LETTERS. Your best handwriting may appear fin 
when you're scribbling it down, but you'd be surprised just how illegible it can appear in dim 
lights or when you're feeling under pressure.

5. Double space the content. Leave plenty of white space around each trigger word or phrase 
to make them stand out.

6. Write the following on each card:

•an opening statement. This will help you get over the mental block of ‘what am I going 
to say’ which can affect presenters at the start of each slide. If you've practiced your 
presentation enough, the block will disappear once you say the opening phrase.
•three to five supporting trigger words. These should not be a direct copy of the bullets 
on your slide. They are keywords (single words wherever possible though the 
occasional phrase is OK) to jog your memory. Select ones that work for you. 
•any key facts, names or quotations

7. Use several different colored pens, e.g. black for the opening statement, blue for trigger 
words, red for numbers, green for quotations, etc. Alternatively, you could write it all out in 
black and then use different color highlighters, but be careful about your color choice; red, for 
example, can hide the underlying text.

8. In the bottom right-hand corner, write something about the next slide as a reminder of what 
is next to come. This will also help you with a transition phrase to ease you smoothly on to the 
next slide without you having to use the slide itself as your memory jogger.

9. Absorb. Look. Speak. This is a sequence. You should absorb each trigger word, look up 
and then speak. Note the important bit here is to remember always to look up before 
speaking. This way you maximize eye contact with the audience.

10. Practice, practice, PRACTICE! Cue cards are NOT a substitute for rehearsal. You should 
be so familiar with the contents of the card that you only have to glance momentarily at them 
to be reminded of what you already know.


