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Why Take Notes?
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It helpsyou to remember important information.

It helpsyou concentrate.

It helpsyou organize information.

Your notesare one of your best resourcesfor first and final drafts of
research papers.

Notesfrom interviews contain information that cannot be found elsewhere
or reaeated.

How Do | Take Notes?

1
2.
3. Takenotesselectively. Do NOT try to write down every word. Remember

4.
5.

6.
7

Concentrate on theinterview (or on the reading material).
Dedde on oneformat for note-taking and try to stick with it.

that the average person speaks approximately 125-140 words per minute,
and the average note-taker writesat arate of about 25 words per minute.
Translate main ideasinto your own words.

Keepit short. Write down only the major points and important
information.

Write legibly. Notesare uselessif you cannot read them later!

Don®be concerned with spelling and grammar.

How Can | Tell 1t@Important?

The speaker isusually making an important point if he or she:

1
2.
3.

Pausesbefore or after an idea
Usesrepetition to emphasize a point.
Usesintroductory phrasesto precede an important idea.

IsThere More than One Way to Take Notes?

1
2.
3.

Outlining.
Flowcharts, diagrams.
Listing with spacein the margin for future comments.



