
A) Taking notes from audio materials (tapes, videos)

· Before you start taking notes, make sure you understand most of the spoken text (see ‘listening comprehension’).

· Try not to write down every single word. It is too time consuming and you might miss important parts of the conversation. Always remember: you need information, not the sentences.

· Listen for and note content words. They usually contain the important/new information. 

· Listen for what is emphasized. 

· Look for words like "to summarize...", "the main point is..."

· Listen as well for structure signals, e.g. words like however, finally, firstly, secondly etc. and pronunciation signals like pauses and different pitches. They can tell you how the content words are connected to each other.

· Invent your own notation system (using numbers, arrows, abbreviations, different prints etc.) and stick to it. Write notes in a concise, organized manner.

· It is a very good idea to go over your notes afterwards. Check if you can follow the conversation/argument by looking at your notes. 

B) Taking notes from written materials

· First: Read the whole text at least once. Do not take notes, but rather focus on  understanding the material.  

· It is tempting to take notes while reading the text for the first time, but this is not an efficient technique: you are likely to take down too much information and simply copy without understanding.

· Second:  Review the material. 

-     Locate the main ideas, as well as important sub-points 

· Set the text aside 

· Paraphrase this information:  Putting the text information in your own 

           words forces you to become actively involved with the material. 

· Third:  Write the paraphrased ideas as your notes. 

· Do not copy information directly from the text. Add only enough detail to understand.
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You are welcome to make an appointment with the Learning Adviser if you wish to receive more individual advice on your language learning. Please send an email to e.c.leue@wmin.ac.uk or ring 020 7911 5000 ext. 2680.


