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Guide to Notetaking 
 

Why is it important to take good notes? 

• Helps you to retain the information 

• Helps you review for tests 

• Gives background information for your research paper 

• Because you have to be selective, it makes you think about what information is important 

and helps you learn to summarize information effectively 

• Helps you participate during lecture 

 

General Tips 

• Find the most effective style of notetaking for YOU—try different styles  

• Use abbreviations or symbols to cut down on time  

• Reviewing and/or rewriting your notes will help you remember important 

concepts/events even better 

• Don’t be afraid to write down questions or your own commentary 

• Add page numbers for quotes, especially if you think you want to write your paper on a 

similar topic (it will be easier for you to go back later) 

 

Tips for taking notes when reading 

• Pay attention to certain references in the text 

o Chapter titles and subtitles describe what each section/subsection contains 

o Bolded or outlined words generally indicate an important concept 

• Read the introduction and conclusion to each section and subsection closely for hints 

about what is significant 

• Read the first and last sentence of each paragraph carefully to understand what the topic 

of each paragraph is 

• DO NOT just copy the words in the text or lecture—try to summarize instead 

o In other words, only write down quotes sparingly 

• Write down questions about the readings to ask during class or in office hours 

• Don’t take TOO MANY notes or they won’t be useful when you reread them, and they 

will take too long to write 

• If you only have time to do some of the readings, focus on the introduction and 

conclusion sections of the book, chapter, and/or sections (depending on how much you 

time you have and how much you are supposed to read) 

• If specific names, places, or dates are referenced often, make sure you understand their 

who, what, where, and when, as well as why they are significant to the historical context 

you are reading 

 

Tips for taking notes during lecture 

• Look to the PowerPoints for important terms/concepts 

• Take note of things teacher say are important/significant—also “why” questions 

 


