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O ‘ Effective Note Taking

Why is it important to take notes?

7 Taking notes aids in your
comprehension and retention.

1 They represent the most important
points and ideas, especially those that
your instructor sees as important.

1 Notes can clarify ideas that you may
not fully understand in your book.

1 They can serve as an excellent review
for tests.

| Steps in taking notes

Before Class:
Read or skim the text

This will give you a general overview of
main points & important concepts.

Helps you to identify unfamiliar terms
& concepts or any other material that is
difficult for you.

During Class:
Organization of notes

Begin with a new sheet, date & number
the pages, develop & use symbols you
understand.

Use indentations or blank spaces to
distinguish between major & minor
points.

Write page numbers if your instructor
refers to them.

Use margins to write down questions,
comments, and notes to self.

During class:
Content

Write down explanations and examples
that differ from the text.

Record unfamiliar vocabulary & unclear
areas.

Copy diagrams & illustrations given by
the instructor.

After class:
Review your notes

Helps to transfer information from short
to long term memory.

Fill in information you remember but may
have forgotten to write down.

Summarize in your own words.



