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Class Thirteen:  Tips for Good Note-taking
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Taking notes is an important way of capturing information from a class lecture.  Notes are essential to studying for tests and preparing assignments or papers.  Good note-taking requires some practice and it also requires good listening.  Keep in mind the following tips when thinking about your approach to taking notes in class.

Note-taking Tips*
1. Do not try and write everything the teacher or professor is saying.  People can speak 125-200 words per minute, while we can only write about 25 words per minutes.  Pay attention to the main points and focus on the main idea.

2. You don’t need to write your notes in complete sentences.  Short sentences and key words are effective in highlighting the primary information.  For example, if the lecturer says, “Pearl Harbor was a critical moment in World War II for the United States and led to its participation in the war.”  You could write:  WWII = critical for US, reason joined war.

3. You should use your own words when taking notes, but stay true to the meaning.  
4. Think about what you are writing before you begin jotting it all down.  Listen for cues from the instructor:  “For example”, “There are three key ideas…”, “However”, “Furthermore”.  Also, underline or use CAPS to identify key words or phrases.  Use a * to denote critical information.
5. Develop your own system for abbreviating words and punctuation and stay consistent in your style.  

6. If you miss a point, make a note to yourself to follow up with a classmate or the instructor on the information that you missed.

7. Keep your notes for each class together, preferably in a notebook.  Be sure to date each lecture and label the class; start notes for a new lecture on a new sheet of paper.

8. Review your notes and add information as needed to clarify or highlight key information.  This process should be completed shortly after the class.

9. To prevent cramming, review notes periodically to help retain information.

Commonly Used Symbols and Abbreviations: 

	&
	and

	No. or #
	number

	=
	equal to, is the same as

	b/4
	before

	ref.
	reference

	w/
	with

	>
	greater than

	<
	less than

	i.e.,
	that is

	vs.
	versus, as opposed to

	e.g.,
	for example

	etc.
	et cetera

	Q.
	question

	b/c
	because

	w/o
	without


*Information adapted from: http://www1.chapman.edu/arc/goodnotes.html
