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Goal of Notes:  Know the information NOT get done!!

	STEP1  

Title of Assignment (pages and topic)

Skim the reading looking at maps, pictures and charts and make an educated guess as to what the reading might cover (1 short concise sentence)

	STEP 2.5 (This can be done at the end of the reading or at the end of a section or page.)

Create questions about the content covered in the reading.

A.  Use both simple and complex questions.  (Complex question are often not answered directly in the book)


	STEP 2

Short concise facts and key points in bullet point or outline form

Important hint:  Always write the information in your own words

Important hint #2:  Try to identify issues, concepts that are important rather than trivial.

A. Does this thing effect other regions?

B. What is the long/short term impact?

C. What are the political, social or economic consequences of this event/issue?

D. Is it comparable to something that occurred in another society

	STEP 3

Summary: Write a 1-2 sentence summary of the notes in order to identify the main idea.  


Ten Basic Steps: 
1. Don’t write down everything that you read or hear. Be alert and attentive to the main points. Concentrate on the "meat" of the subject and forget the trimmings. 

2. Notes should consist of key words, or very short sentences.  

3. You should usually use your own words, but try not to change the meaning. 

4. Think a minute about your material before you start making notes. Don’t take notes just to be taking notes! Take notes that will be of real value to you when you look over them later. (Ask why is this important? Effects many people, places and time periods)

5. Have a uniform system of punctuation and abbreviation that will make sense to you. Use a skeleton outline, and show importance by indenting. Leave lots of white space for later additions. 

6. Keep your notes short and to the point. Condense your material so you can grasp it rapidly. Leave some open space to add information later.

7. Don’t worry about missing a point. Leave space and try to pick up the material you miss at a later date, either through reading, questioning, or common sense. 

8. Don’t keep notes on oddly shaped pieces of paper. Keep notes in order and in one place. 

9. Shortly after making your notes, go back and rework (not recopy!) your notes by adding extra points, spelling out unclear items, etc.. Remember, we forget quickly. Budget time for this vital step just as you do for the class itself. 

10. Review your notes periodically. This is the only way to achieve lasting memory. 

Taking Useful Notes:* 
1. Use dashes for words when the speaker goes too fast. Leave space so that you can fill in details later. 
2. Use symbols to call attention to important words: underline, CAPS, circle, box, *, !, ?, or › . 
3. When the instructor says, "this is important" get it exactly and * (mark it)/highlight or identify in margin.  Having organized notes will allow you to jump around within your notebook and find things quickly.
4. Don’t erase a mistake and don’t black it out completely. Draw a single line through it. This saves time and you may discover later that you want the mistake. 
5 Abbreviate – Shortcuts, such as abbreviations, are alternatives to writing everything longhand. Abbreviate only if you will be able to understand your word symbols when you go back to study your notes. Be constantly on the lookout for new and useful abbreviations and symbols to shorten your writing time. This can also be expanded to themes and sub-themes of the class.   (role of trade, changing role of women, economic growth=tr/chow/ec)

	Subject:_____________________




Name___________

Topic:______________________




Date:___________
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