ADVANCED WRITING SKILLS
UNIT I

NOTE MAKING AND NOTE TAKING SKILLS

Note making means preéenting big chunks of knowled
brief form. Note making is an important skill for a reader. The note makip
skill is essential for higher studies and research work. The note making skill
involves some other skills. These skills are identifying the main ideas, the
underlying and the supporting ideas, specific and minute information, et ,
also means cutting out or leaving out non-specific information.

Note making is done when an individual has a lot of free time after
referring to a book or a magazine, a reference book, etc. They are made
for the purpose of future reference. '

NOTE-TAKING

Note taking refers to any system for collecting and storing information,
It involves a number of skills : listening, understanding, summarising and
retaining the main points in a speech or dictation. In the format of note-
making and note-taking there is not much difference between the two as
the material in question is noted down briefly and clearly in the form of
points to be used later.on. The note is- thus taken to work as aids to
memory. In both the cases in reproduction the actual words of the speaker
are not used. |

Great care should be taken while reproducing the detailed texts of the
notes. We should see to it that the meaning of the draft does not get
distorted or altered. While the notes are being expanded, personal comments
or views should not be included.

How to Take Notes

Certain rules have to be followed by a good note-taker :

(a) One should note the points emphasised by the instructor, or words
underlined / italicised in a text. The purpose of the notes is to get the key-
points from the text and lectures. "

(b) One should be watchful for the key words, phrases and sentenc

g€ in a neay and
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m should be re-written as soon as possible after the class.

Clas : -
otes taken from various books and periodicals should contain the

inions noted, as well as the exact source from which they are

mfls /0
ke o otes should be taken in such a way that they appeal to the eye.

wken notes, in good hand-writing, are visually attractive.

Spacric(;gi,ﬁcd notes in bad handwriting are more likely to repel even the
ove ‘mself.
cr hims . .

tak le of note-taking is : apply the mind before the pen.

notC” R
\:-.rc-mking consists of 5R’s : Record, Reduce, Recite, Reflect, Review :
N(

The first St€P i§ to record 'the notes : to write down the meaningful
. reasons, significant details.

Iad-;cﬂ one should jot down the key ideas in a word or two. These are
the clue; that summarise the whole idea.

Now, one has to COVer up the detal.ied notes, and, by looking just at the
clues, recite in his own words the points noted.

The fourth step is to reflect, to ponder about the matter recorded.
One has to ask several questions in one’s own mind: “What are my
reactions 7" ‘Do I agree ?” |

The fifth and the final stage is to review : to repeat the third step to the
sR’s. This is the point when one comes to know how much one has
actually learnt and retained in his memory.

To be an intelligent note-taker, one has to screen and filter facts before
swallowing them. One must think, clarify, verify facts, and only then
accept those facts which pass his own reasoning test, and reject the others.

A golden guideline for note taking is : Be a filter, not a sponge.
The Need of Note-making

We are living-in an age of explosion of knowledge. New theories and
new concepts are coming into being. The growth of knowledge is so fast
that we have to be quick to catch up with the expanding knowledge. We
ﬁai:cnm pick up knowledge with the same speed with which it is expanding.

. :;6%0551blc to learn all lhe.new things anc! retain them in our memory.
t"t’hlpcﬁo;ljs met by note-makmg.or note-taking. A student has to attend
humap ; daily in school and hsten.lo as many lessons or lectures. The
i his mc; or the young [c_amcr's mind cannot chew or digest 1t pu.rely
Concige ory. So note-taking comes handy. The_ notes are taken in a

orm and later on developed. Note-taking is of the utmost

im
g e forall educated persons, teachers, lawyers, doctors and students,

[ S— ,\ ey o bt -“-.1_ — ‘:‘-‘—'\
sential Characteristics of Good Notes
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ial facts NINg Cryci;
ai essential facts. No 4 il ,
' 2. Good notes should conldrd?l.lc:lifcq and qualifying phrases are l:.-:
important should be left out. ACJC . ‘
out while making notes. chould be made use of y
- ri forms shou il
reviations and sho " ided we are clear ahy, .
mal?'- Pop(;:tLaSr g)\l:fn abbreviations can be used pr O]‘:Iui)tf;dl:;"b(:ﬂ s ifr{ by
th lﬂ%fn nc;v abbreviation is coined, care shou : ﬂ::r‘ *i(';mc y ,t One
Wgndl' onlz; and can be identified by the uscr even a . Me by
r

passed. be in logical and natural order, under relevant headip,,

4. Notes should
, i eady reference. N
and sub-headings for easy and ready details, repetitions, quotationg

5. Inessential facts, illustrations,

i hould be deleted. ' . |
queg.n%scsimportant facts should be given in a proper order and in ,

i

N g

\ logical sequence. _ ;

A 'g7. There are no complete sentences in note-taking.
| | Making Notes

Before making notes, the students ShOl.lld read lhf: passage at lca%t

twice. This helps in identifying or recognising the rr!am‘pomts z{nd their

v sub-points and arranging them. Essentially, note-making is the skill to put
in a few words. Brevity is the hall-mark of

a great deal of information _
- good notes. But brevity does not have to be at the cost of clarity.

In order to make notes, the reader is required to first read the passage
from beginning to end. While reading out the passage, efforts must be
made to find out what the passage deals with or what the author wants to
say in the passage. This will help you suggest a suitable title for the

. passage. The title of the passage should be brief and effective. The title
should be either a word or a phrase. It should not run into a sentence.

The note-maker should see how the author has developed the theme
and divided the passage accordingly into main parts. You should take care
that each part deals with one point related to the theme of the passage.
You should also find a suitable heading for each part. They are the main
points.

o Thereafter you should find the sub-headings. You are required to find
meat?:s of each main point. Each detail will make a sub-heading under its
point and there can be furthe_r details of a sub-heading.

- Writigg Notes

€ must write the notes in the proper
N Fi ) per note-form.
ing gl e We s e and hen writ down the 10
ings and sub-headings as indicastzdlE:;c's *nd loters o show main bedl
; 3 ow :
in heading : I, II, I1], etc,
eading : 1, 2, 3
ing : a,b.c, etc.

=
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WITING SKILLS |
A .
The sub-heading or sub-subheadings can be : 201 i
hyphcn‘ h ld . c lndiCated b 1'
(if) Notes should not be written ip compleg Y merely a |
Cle [

. T . ] |
ed Or brief and clear phrases wh;i ente _
g wor P $ which may or nces. You should yse ’[

|

ct. L. may not b :
COIT?IT) As far as possible you should mai(c ¢ grammatically

(
y r you can. use o ..
ols wherever ¥ ' fabbTCVlaImns and sym ’

you must make use of familiar abbreyigy;

abb
when writing them in th 0 not

= assistant

Cap oA

Advt - Captain

Ac = :dvertisement
= account

Agls) T approximate

B.C. N Answer |

BP. . Before Christ

7 = Blood Pressure

Co = Messrs

NB : ;‘ompan){

-D. = ota Bene (good note)

abs = absolute

alo = account of

ok = all correct

amt = amount

a/or =  andlor

am = anti meridian

at wt = atomic weight

avg = average

bal = balance

b/d’ = brought down

b/f = brought forward

clo = care of

cont = continued

cr = creditor

cu ft. = cubic foot \

dz = dOZCﬂ

ed = edited byrd'ogram
- ardl

ECG ; clectrocmd e cepted

E&OE
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B i

P dividend
gy e ditto
do e dralt
l“-! clficiency
H.I. s} cleeleri
‘:h o, external
l"‘“ foot
! ' for example

Cp
ie
in re

id est (that is)
in the matter of

=
inv = invoice
misc = miscellaneous
min = minimuim
mph = miles per hour
n/a = no account
o/o = order of
regd = registered
retd = retired
rpm = revoluations per minute
std = standard
wpm = words per minute
yd = yard

Note : There can be any number of abbreviations or short forms. More

possible. Th.is will enable them to take down notes easily.

. N?}:c-ltflkmg while listening to a.talk or a lecture is a difficult process.

toeti]ce v: t:stlene:r has to do many activities together. He or she has to listen

S nlr al means used by the spea.lker simultaneously making an eye-to-
ye contact with the speaker decoding the non-verbal means used by the

, then, has to interpr_ct the text maintaining the pace

grooming in the field so thag he Or‘takmg, the listener must have a prior

; oral text immediately an

§
knowledge, F ‘ 0se point hi r
[: ICChniqugs : or efficient note-taking the Points that add to his or he

1. The listener
should : |
2. He shoulq use telegraphic Janer. .
. not . an ua e . .
applications, ¢ the technical terms that Eaveg w?ggr'igg;eéﬁtig?ssaﬂd

3.
% The ,‘;;23::‘1,?3 1d conical in wrifing
uld co ' e -
b it. He should adopt an am-:emm.e on listening to ¢ nd
text. - Ctive thinking analysin ; :iext g undchftalhe
’ g and evaluation 0

m\"'ﬂ%

can be added. Students are expected to know as many technical terms ag |
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