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Note Taking Tips

Doing Your Best on Exams

Note Taking can be easy if you develop a system
and use it in each class. When you take notes,
save time and energy by using abbreviations. The
following list shows some common abbreviations.
If you are in a class that uses a specific word over
and over, it may be helpful to make up your own
abbreviations. The most important thing to
remember is, that if you makeup abbreviations of
your own, be sure to remember what they mean.
Here are some common abbreviations:

Equal: = Department: dept
With:  w/ Organization:  org
And: + For example:  e.g.
At @ Introduction: intro.
Number: # And so forth:  etc.
Against:  vs Without: w/o

Basic Pointers
«» Put the name of the class at the top of the
page.
Put the date at the top of the page.
Put the page # at the top of the page.
Write down the basic topic of the lecture
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Use 8 / by 11” paper in a loose-leaf binder.
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Take notes in pen [you can get erasable
pens].
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Make sure your notes are legible.

*
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Keep all notes from one class together.

g

7
*

It is helpful to buy separators with color tabs
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for your binder.

% Make sure you copy information from the
chalkboard or overhead transparencies.
< As soon as possible after class, review your
notes to fill in the gaps of information that
you missed. Do this while the lecture is still
fresh on your mind.
% If you miss class, get photocopies of notes
from another student.
Study Tips
Time is precious in college. You have fifteen
weeks (or less) to complete a course. Obviously,
planning is the key. Knowing when to study and
how to study can save you a lot of time. Here are
some time-management techniques that can help
you get the most out of now:

When to Study

Spend two hours of study time for every hour you
spend in class.

Study difficult (or boring) subjects first.

Avoid marathon study sessions.

Study during the time of day you’re most alert.

Study while you're waiting in line for the bus, in
the van pool, for the doctor, for the water
to boil!

Where to Study

Establish a regular study area.

Don’t get too comfortable; avoid beds and other
sleep inducing places.

Use the Student Center; it’s quiet, the chairs
provide good support, and the resources
you need are right there.

Controlling Distractions

Take breaks when vyour attention starts to
wander.
Make sure your family respects your study time.

Avoid noise: TV, radio, other people talking--
they all distract you.
Stay off the phone.

Learn to say no, don’t re-arrange your study
schedule unless it’s really important.
Hang a “Do Not Disturb” sign on your door!

What to Do When You Get Stuck

Break a big task up into small jobs

Don’t beat yourself up, frustration inhibits
concentration.

Don’t do more than you have to, do what’s
appropriate

Pay attention to the time, and don’t waste it.

Study with People

Education often looks like competition. Actually,

it’s more like cooperation. Studying with others

allows an exchange of ideas. You learn something

and they learn something--everyone wins!

Guidelines for a Study Group
Test each other by asking questions.
Practice teaching each other.
Compare notes.

Brainstorm for 5-10 minutes at the beginning of
each class.

Set an agenda for each session.

Get to know each other personally. We all need
emotional support as well as intellectual
support.



