 Note-Taking Guidelines


A. Why take notes?
1. To clarify your understanding 
2. To aid concentration and fix it in the mind
3. For review, revision and retrieval

B. What to avoid when taking notes 
1. Copying
2. Noting too much: not discriminating and selecting
3. Not being able to understand later what you wrote down

C. How to take notes
Before you start:
1. Choose your paper or cards: Loose leaf
                        Same size
                        Storage and retrieval
2. Reference the source: Author
                   Title
                   Date
                   Publication
While reading:
1. Scan/skim for text structure
2. Number sub-headings
3. Pick out key words/phrases/apt quotations
4. Highlight/underline/box/comment in margin if desired
5. Recognize the development of the argument: Look for signposts
                                    Number sequences
                                    Find examples
6. Separate author’s ideas and your own comments
7. Personalize your notes with your own words/examples
8. Use common abbreviations/your own abbreviations
9. Use diagrams, flow charts, mind maps to show connections
10. Sum it up briefly at the end

Remember:
1. To have a separate system for further references
2. Different kinds of material, and different purposes, require different kinds of notes  



D. Symbols to use:
e.g.

for example




1st


first
i.e.

that is





2nd


second
etc.

etcetera: and so on



3rd


third etc.
cf.

compare





G..B.

Great Britain
viz.

namely





U.K.

Great Britain

c. (or ca.)
about, approximately


Eng.


English
N.B.

note






Brit.


British
C19

nineteenth century:



Q. 


question
 

similarly C20 etc.



A.


answer
1920s

i.e. 1920-1929, similarly



         1970s etc.

approx.
approximately




no.


number
dept.

department




p./pp.

page/pages
diff.(s)
difficulty(-ies)




poss.

possible/possibly
excl.

excluding





prob.

probable/probably
govt.

government




probs.

problems
imp.

important/importance


re-


with reference to/concerning
incl.

including





ref.


reference
info.

information




sts. 


students
lang.

language





tho


though
ltd.

limited





thro


through
max.

maximum





v.


very

