
Note-taking Principles 
 

1. Record every significant idea – this may not be possible, but the strategy of recording only 
the “most important” information may cause you to miss something later deemed important, 
or at least useful.  For this reason, the use of abbreviations and symbols will probably be 
essential – see below. 

 
2. Record notes so they will be clear a long time (years!) later.  If they will be clear a long time 

later, they will be clear in the short and medium term.  Do not count on your memory to 
make up the difference! 

 
3. Record notes as if they are in final form. Revising/rewriting is highly desirable, but never 

depend on it.   
 

4. Record notes with input from others – you cannot take your best notes alone.  To get the best 
notes, ask clarifying questions of the speaker, work with other note-takers, consult other 
references (e.g., the text), etc. 

 
Abbreviations for Note-taking 

 
• Use only one syllable of a word, or 

just enough for clarity. 
(e.g., com. for “communication”) 

• Omit vowels.  
 (e.g., spkr for “speaker”) 

• Use “g” for “ing,” “d” for “ed,” 
etc. 

 (e.g., “speakg” for “speaking”) 
• Use an apostrophe. 

 (e.g., cont’d for “continued”)
  

Some Note-Taking Symbols 
 
y, r, u, b, why, are, you, be, 
c, 2, 4    see, to, for 
=         is (was), are (were), is equal 

to, is the same as 
¹       is different from, unlike, is 

not equal to 
~	 is similar to 
≈ almost the same as 
≅	 is same as or similar to 
¬ not 
&, +       and 
∨ or 
∨ either/or, not both 
>           is greater than, is more than 
<        is less than, is smaller than 
≤ at most 
≥ at least 
b/c, ∵ because, because of 
 \         therefore 

→          lead to, result in, cause, 
create, affect 

←         result from, be affected by, as 
a result  

h          go up, increase, rise 
i          go down, decrease, drop, fall 
w/      with 
w/o      without 
w/i     within 
s/h should have  
s/n should not   
s/b should be  
s.o.  someone  
s.th. something 
e.g., EX  for example, for instance  
i.e.        that is, in other words 
@        at 
#, no.   number 
/            per



 

Cornell Note-Taking Format 
Date: 9/2/’19 
Subject: Notetaking  
Source/speaker (as necessary)       
Assignment: (Note Current Assignments!)   
      

Cues,etc. -- 2 1/2” Record Column/Main Note Taking -- 6” 
 

Use this column for: 
 
Questions for self-
quizzing 
 
Key Terms 
 
Additional Notes, as 
needed, from 

- Speaker 
- Text 
- Etc. 

 
Highlighting Symbols 
   (e.g., ?, !, *, ) 
 
Etc. 

 
 
 
 
 
 

 

 
1. Record: During the lecture, use the notetaking  
column to record lecture notes.  
 

2. Questions:  As soon after class as possible, formulate  
questions based on the notes in the right-hand  
column.  Writing questions helps to clarify meanings,  
reveal relationships, establish continuity, and  
strengthen memory.  Also, the writing of questions  
sets up a perfect stage for exam-studying later.  
 

3. Recite:  Cover the notetaking column with a sheet of  
paper.  Then, looking at the questions or cue-words in  
the question and cue column only, say aloud, in your  
own words, the answers to the questions, facts, or  
ideas indicated by the cue-words.  
 

4. Reflect:  Reflect on the material by asking yourself  
questions, for example: “What’s the significance of  
these facts?  What principle are they based on?  How  
can I apply them?  How do they fit in with what I  
already know?  What’s beyond them?  
 

5. Review: Spend at least ten minutes every week  
reviewing all your previous notes.  If you do, you’ll  
retain a great deal for current use, as well as, for the  
exam.  
 

 
Summary 

 
After class, use this space (about 2 inches) at the bottom of each page to   
summarize the notes on that page.  

 
 

 


