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Taking effective notes is crucial for retaining information, staying organized, and excelling in
your studies. This handout provides strategies for note-taking that can help you organize
information, improve memory retention, and increase your understanding of the material.

Step 1
Choose the Right Note-Taking Method

There are different note-taking methods, and each can be effective depending on your learning
style and the material you're studying. Choosing the right method will help you organize your
notes in a way that makes sense to you.

Cornell Method

Divide your page into three sections—one narrow column on the left for keywords, one
large column on the right for notes, and a small space at the bottom for a summary.

Class lectures or textbook During your next class or reading session,

reading. It encourages use the Cornell Method. Write down key
active learning and helps points and add a summary at the end of the
with later review. page to reinforce the material.

Outline Method

Organize information into hierarchical headings and subheadings. Start with broad topics
and break them down into more specific details.

Structured content like Listen to a lecture and outline
textbooks, lectures, or study | | the main topics and subtopics
guides where concepts build | | as they are presented, using
on each other. bullet points for details.
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Step 2
Stay Organized with Consistent Formatting

Effective note-taking is not just about writing down information but also organizing it so that
you can easily find it later. Consistent formatting can help you navigate your notes efficiently.

Use Headings Highlight Key

and Subheadings Information

This makes your notes easier to Use highlighters or different colored

navigate and helps with understanding pens to emphasize important

the structure of the content. concepts, definitions, or examples.
Review your previous notes and After taking notes, go back
reorganize them by adding clear and highlight or underline key
headings and subheadings. This terms and phrases to make
will help when you revisit your reviewing easier.

notes for studying.

Use Bullet Points and Lists
Breaking information into bite-sized pieces helps with clarity and memorization.

As you take notes in your next class, aim to write in
bullet points rather than long paragraphs.

Step 3
Use Abbreviations and Symbols

Using abbreviations and symbols can speed up the note-taking process and allow you to
capture more information.

e.g. (example), i.e. (that is) Question marks (?) to review unclear points later
Arrows (=) for cause and effect Plus (+) or Minus (-) for pros and cons
Asterisks (*) for important points Equal sign (=) for definitions or equivalences

During a lecture, practice using a few
abbreviations and symbols to speed up your
note-taking. Afterward, review your notes to
ensure you can still understand them.
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Step 4
Focus on Key Concepts, Not Everything

When taking notes, focus on writing down the most important points rather than trying to
capture everything that is said. This will help you avoid overwhelm and ensure that you are
engaging with the material.

Main Ideas: What is the core Key Questions: If the speaker
idea or thesis of the lecture or or textbook poses a question,
reading? jot it down to explore later.
Definitions: Write down Examples: Specific examples
important terms and their that illustrate key points.
definitions.

Listen to a brief audio or watch a video on a topic you’re studying.
As you take notes, try to capture only the main points, leaving out
extra details unless they help clarify the concept.

Step 5
Review and Revise Your Notes

Reviewing and revising your notes shortly after taking them helps reinforce your learning and
improve retention. Revisiting your notes also allows you to fill in gaps or clarify areas of confusion.

Within 24 Hours: Summarize:

Review your notes within 24 After reviewing your notes,
hours of taking them. This helps write a brief summary of the
move the information from short- main points. This reinforces
term to long-term memory. understanding.

Teach Someone Else: Link to Other Topics:
Explaining the material to a friend Try to connect new information
or classmate can deepen your to what you already know.

understanding.

After a study session, take 10-15 minutes to summarize
your notes in your own words. This can be done as a
quick bullet-point list or as a full paragraph summary.
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Step 6
Digital vs. Paper Notes: Find What Works for You

Some students prefer taking notes by hand, while others find digital notes more efficient.
It's important to choose the method that best suits your learning style.

Advantages: Easy to organize, search, and store. You can quickly copy
and paste resources and access them from multiple devices.

Tools: Apps like OneNote, Evernote, and Google Docs can help you
organize notes with headings, bullet points, and easy access to your files.

Advantages: Writing by hand can enhance memory retention and
concentration.

Take a few notes both digitally and by hand during your
next study session. Compare which method felt more
effective for remembering key concepts.

Step 7
Apply What You've Learned

Finally, the best way to solidify your notes is to actively apply what you’ve learned. This could
involve doing practice questions, engaging in study groups, or applying the concepts in real-
world scenarios.

Practice Questions: Group Study:
Test yourself on the Use your notes to engage in group
material in your notes. study sessions where you teach and

learn from your peers.

Real-World Application:
Try to relate what you’ve learned to real-world situations, helping to
deepen your understanding.

Use your notes to answer questions or create flashcards
to quiz yourself. Alternatively, teach the material to a
classmate or study partner.
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Summary

Choose a note-taking method that suits you (Cornell, Outline, etc.).
Stay organized with consistent formatting, headings, and symbols.
Focus on key concepts and ideas, not every single detail.

Regularly review and revise your notes for better retention.

Find the note-taking method that works best for you (digital vs. paper).
Apply your notes through practice and teaching.

By following these strategies and incorporating the activities into your

routine, you will take more effective notes and enhance your learning
experience.
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