









M. Bramlett

Effective Note-Taking

You will receive a great deal of material in history class – particularly in college – through the lecture format. College classes may number several hundred students. Nevertheless, you will be tested on the lecture, and you must learn to take notes accurately and efficiently. 

Tips on Taking Notes

1. Know the topic of your lecture each day. (Look at the syllabus.)  Do NOT ask , “What are we doing today?”  Make your notes clear and follow an outlining format. Leave empty space if you miss pertinent information and ask the teacher or a classmate for help at the end of class. Outlining will be to your benefit in the long run.

2. It is physically impossible to take down every word the professor says. Pay attention to the clues he/she gives. Phrases like “this is important” or “a significant factor was” are important and significant.

3. Take notes on one side of your notebook – usually the right-hand side, if you are right-handed. The other side should be left blank. Even good lecturers will make mistakes or inadvertently skip material. You’ll need the space to take notes or add clarification before tests.

4. Always paginate and date your notes! You’ll miss classes due to illness, athletics, etc. Leave a space to copy a friend’s notes when you’re absent. Note-taking is a mnemonic device – the process of taking the notes makes you remember what you wrote. Intellectually, this is much more helpful than xeroxing notes.

5. Develop a system of abbreviations that will enable you to keep up with the lecture.  Do NOT try to write down every word the professor says.

6. Lecturers will often leave a small amount of time at the end of the period for questions. During the presentation, do not bother the lecturer with questions like “Can you repeat that?” or “How do you spell that?” Use a marginal check or question mark to remind yourself to ask such questions at the end of the lecture. 

Keep a copy of your PETS handy to check for spelling of names, etc.


However, critical questions about content or theme are appropriate during the 
lecture.

7. Tests on class notes may be two or three weeks apart. You’ll be responsible for twenty or thirty pages of notes at a time. At college you’ll probably only have two tests per semester. You may be responsible for one hundred pages of notes or more! Review your notes daily – Studies have shown that reviewing within 24 hours results in an 85% increase in retention. If you have a laptop computer, please feel free to bring it to class and take your notes on it. Sit close to an electrical outlet.

Formal Outline sample is given below.  When you have a peer outline assignment use this format.  I suggest you use it all the time for class notes.

Use the Cornell method for notes on the text.

Formal Outline Structure

I. Heading

A. Subheading

1. factual evidence

2. factual evidence

a. factual evidence

b. factual evidence

1) factual evidence

2) factual evidence

3. factual evidence

4. factual evidence

B. Subheading

1. factual evidence

2. factual evidence

II
Heading

A. Subheading

1. factual evidence

2. factual evidence

B. Subheading

… and so on and so on and so on and so on and son on and so on and so on …

