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Tips for 
Lecture Notes

Listening to and following a lecture 
can prove an arduous undertaking. 

The listener may face challenges 
related to:

• vocabulary
• accent
• digressions
• rate of speech 
• possible unfamiliarity with the 

lecture content



Traditional 
Methods

Guided Notes: using a handout or slides as a map of 
the lecture

• Better use: exact recall
• Bonus: study guide

Cornell Method

• Best use: to synthesize and apply learned knowledge

SQ4R:

• Survey heading. Make a list
• Question. Convert 

headings into questions
• Read while considering the 

questions.

• Respond to questions
• Relate the concepts to one 

another 
• Review the notes



Good Practices: Taking Lecture Notes

Good notes should can help 
in 3 ways:

Relate the 
lecture to the 

readings

Help you 
understand the 

lecture

Help you answer 
questions after 

the lecture



Lecture Notes
Dos:

Write neatly! Notes are pointless if they are illegible

Write main points

Listen for cues and write important stuff:

• Facts
• Dates
• Names

Use shortcuts, writing takes more time than speaking, but don’t overdo it. 
You need to remember your shorthand. Might want to make a key until 
you get it.

• abbreviations ( req’d for required)
• acronyms (AL for Aluminum)
• Symbols (~ for about)
• Shorter synonyms (Law vs legislation)



Examples of shorthand

• X  Y: X (Causes, leads to, produces) y
• b/c (because)
• B4 (before)
• Def (definition)
• Ea: each
• E.g. or ex: example
• Use your algebraic symbols:

• <, >, = , Δ



Lecture Note 
DON’Ts

Try to capture lecture notes verbatim. Notes should be efficient (the most 
information w/ the least words. 

Worry about spelling and grammar

Just write unconnected words. Stick to phrases and IUs

Worry if you miss something. Don’t try to ask. Just leave a space in your 
notes. Ask later!

Stress. Learning is supposed to be an enjoyable experience. Do not let taking 
notes get you stressed out. After a few tries, you come fairly good at picking 
out the important information; the content worthy of being written down.



Visual Organization 
Techniques

Outlines and Indentation

Numbering

Listing

Diagrams









Taking notes from TED Talks and other videos

When possible locate the transcript and take the following steps:



Stage Activity Description Intended Goal

1 Chunking with 
the transcript 

students put a slash (/) on the transcript to 
indicate IUs

To help notetakers segment content into 
meaningful chunks while dealing with 
rate of speech

2 Marking the 
transcript 

Use symbols to indicate:
• main and supporting ideas, 
• examples, 
• transitions,
• redundancies,

To help notetakers separate information 
into various levels of importance and to 
recognize textual features of lectures; to 
help in the identification of what should 
be noted and what (probably) should not

3 Writing verbatim 
notes 

1. listen to short segments (30s–1m) of the 
text, 

2. write down key words verbatim; 

To help notetakers catch and record 
information in real time; to help them 
recognize which words are important and 
which (probably) are not

4 Simplifying notes 1. listen to longer segments (1–2m), 
2. write verbatim notes if necessary while 

also trying to write notes in simplified form 
(if possible)

To help notetakers practice being efficient 
and making effective choices when 
simplifying notes



Notetaking from Readings

Highlighting
Tips and tricks



• Thesis
• Supporting Ideas &  Headings
• Key terms and definitions
• Cases/examples
• Names

Highlighting Key










