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Guidelines for Preparing Training Notes

Prepare easy-to-use training notes for use during a training presentation:

· Write separate lines—like you see here—instead of writing paragraphs.

· Write phrases and key words rather than writing a speech word-for-word.  You are more likely to lose your participants’ interest if you simply read words from a page.

· Provide space between the lines of text so you can see your notes easily. (This is 1.5 line spacing.)

OR

Provide space between the lines of text so you can see your notes easily. (This is double-spaced.)

· Use large type so you don’t struggle to see the words: This is 14-point type and this is 16-point type.

· Use bold type to emphasize words and points. This is bold type. 
· Don’t crowd too much text onto one page.

· Use a highlighter to make important points stand out and to help ensure you will not forget to communicate important information.

· Number the pages of your notes.

Deliver your training with good eye contact:

· Rehearse the lesson out loud a few times. Then you will be free to make eye contact with participants, rather than needing to look at your notes too often. 

· Don’t focus on memorizing sentences; focus on remembering ideas and being able to talk about them easily.

· Look out towards your participants frequently.
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