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How to Take 

Why are lecture notes so crucial for learning lecture material?  First, taking lecture notes promotes active listening.  

Second, writing lecture notes allows you to organize the information in a way that is meaningful for you.  Finally, 
studying lecture notes provides additional r
material.

Remember that high-level rehearsal (studying) is the key to 

information in your long-term memory.  Without rehearsal, you will 
forget 50 percent of the information learned during a lesson within 24 
hours, 80 percent in two weeks, and 95 percent in o

This handout has been designed to help you learn

lecture notes.  Using the Cornell Note-Taking System, determining your note
to use lecture notes while studying will help you to be success
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The Revolutionary War
1775-1783
Second Continental Congress

Convention of delegates 
from the 13 colonies
Managed colonial war 
effort

1776
Revolutionaries formally 
declared independence 
from Britain

Summary of Lecture Notes

The Revolutionary War began in 1775 and 
officially ended in 1783.  The 13 united 
colonies established the Second Continental 
Congress to manage the war effort.  
Independence was declared in 1776.
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What role did 
the Second 
Continental 
Congress play 
in the 
Revolutionary 
War?

Independence
1776
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How to Take Exceptional Lecture Notes

crucial for learning lecture material?  First, taking lecture notes promotes active listening.  

Second, writing lecture notes allows you to organize the information in a way that is meaningful for you.  Finally, 
studying lecture notes provides additional repetition, or rehearsal, of the 

level rehearsal (studying) is the key to storing 

.  Without rehearsal, you will 
forget 50 percent of the information learned during a lesson within 24 
hours, 80 percent in two weeks, and 95 percent in one month.¹ 

help you learn how to take and use 

Taking System, determining your note-taking style, and understanding how 
to use lecture notes while studying will help you to be successful in lecture-based classes.

The Revolutionary War

Second Continental Congress
Convention of delegates 
from the 13 colonies
Managed colonial war 

Revolutionaries formally 
independence 

The Revolutionary War began in 1775 and 
officially ended in 1783.  The 13 united 
colonies established the Second Continental 

Without studying your notes after 
a lecture, you will forget 50 percent 
of the information within 24 hours, 
80 percent within two weeks, and 

95 percent within one month.

Step One: Use the Cornell Note-Taking System

The Cornell Note-Taking System is an excellent way for 
college students to format their notes.  If you look at the 
diagram to the left, you will notice that this system 
you to divide your notebook page into sections.

In the top margin of your paper, write the date and the topic 
covered during that day’s lecture.  Including this 
information adds an extra level of organization.

In the note-taking area, you will rec
Use one of the three note-taking styles: informal outline, 
block notes, or modified-block notes.  (See the other side of 
this handout for details)

Within 24 hours of the lecture, you need to write a 
summary of your lecture notes.  
transfer the information into your long
Make sure to write separate summaries on each page of 
notes.  In addition, use the cue column to write questions 
that can be answered by your lecture notes or key words 
found in your lecture notes.

In Step Three, you will learn how to study the notes that 
you take with the Cornell Note-Taking System.

Lecture Notes
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Lecture Notes

crucial for learning lecture material?  First, taking lecture notes promotes active listening.  

Second, writing lecture notes allows you to organize the information in a way that is meaningful for you.  Finally, 

taking style, and understanding how 

Without studying your notes after 
a lecture, you will forget 50 percent 
of the information within 24 hours, 
80 percent within two weeks, and 

95 percent within one month.¹

Taking System is an excellent way for 
college students to format their notes.  If you look at the 
diagram to the left, you will notice that this system requires 
you to divide your notebook page into sections.

In the top margin of your paper, write the date and the topic 
covered during that day’s lecture.  Including this 
information adds an extra level of organization.

taking area, you will record your lecture notes.  
taking styles: informal outline, 

block notes.  (See the other side of 

Within 24 hours of the lecture, you need to write a 
summary of your lecture notes.  This will help you to 
transfer the information into your long-term memory.  
Make sure to write separate summaries on each page of 
notes.  In addition, use the cue column to write questions 
that can be answered by your lecture notes or key words 

In Step Three, you will learn how to study the notes that 
Taking System.

Lecture Notes
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Informal Outline
How to use it

Indent each level of supporting 
detail under the preceding
heading, subheading, or detail

Pitfall Prevention
This method works well only if 
the lecturer is well-organized

If your instructor goes off 
topic often, the block 
method may be better

Do not be distracted by the 
rules of formal outlining, i.e. 
how far to indent or whether to 
use numbers or letters

You should notice that this 
outline does not have 
Roman numerals, letters or
numbers preceding the 
headings

Do not write one-word outlines
Include as much 
information as possible

Step Two: Determine Your Note-Taking Style

Block Method
How to use it

To use block notes, first write 
the heading – then, indent and 
write the lecture notes 
continuously across the page –
separate each idea with a dash 
or a slash – do not worry about 
writing complete sentences –
concentrate on recording as 
much information as possible

When is this style useful?
This style is most useful when 
you need to record a large 
amount of information in a 
short period of time – this 
occurs when the instructor 
talks so fast that you cannot 
keep up – or when the 
instructor does not go back 
over information – this method 
is also useful if your instructor 
is not a very organized lecturer

Modified Block Method
How to use it

Indent from the main heading
List all related details straight down the page
Only list one statement per line

When is this style useful?
If you are uncomfortable with grouping all information under one 
heading without showing levels of organization as in the Block 
Method
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Edit
Editing your notes provides you with an opportunity to review both the lecture material. Use the following steps
when editing your notes:

In the Note-Taking and Summary Sections:

1  Use your memory of the lecture to fill in the gaps in your notes.  Clarify a point, fill in additional details, or 

add information that you did not have time to record during the lecture.

2  Check the accuracy of your notes by consulting the textbook or the professor if you feel that you may have 

incorrectly recorded something.

3  Clarify the meaning of your notes.  This may involve expanding abbreviations, finishing some words, or 

correcting spelling errors.

4  Rewriting your notes to improve organization is always a great idea.  Many students type their hand-written 

notes after class.  This provides both review and additional organization of the information.

In the Cue Column:

5  Develop recall questions.  Recall questions are those that can be answered by your notes.  For an example 

see the Cornell Note-Taking diagram on the first page of this handout.

Step Three: How to Study Your Notes

Review
Reviewing is the final step in the note-taking process.

1  Recite from the Headings

 Read the heading (found in the top margin or as the main headings of your outline).
 Without looking at your notes, try to recall (by reciting out loud or writing on a blank piece of paper) 

all of the information listed under that heading.
 Check your notes to see if you missed anything.
 Repeat these steps until you can remember all of the information in your notes.

2  Recite from Recall Questions

 Use the recall questions in the Cue Column to test your knowledge.
 Cover your notes so that only the recall questions are visible.
 Recite the answers to each question out loud or write them on a blank piece of paper.
 Check your answers with your notes.
 Keep reviewing the questions until you can answer them all.

3  Talk About the Information

 Putting the information into your own words by explaining it to another person is one of the best 
ways to ensure that the information is stored and organized in your long-term memory.

 This type of review can take place with someone or something (a pet, a plant, etc).  Whoever (or 
whatever) your study partner may be, look at him/her/it and explain the material in your own words.  
If you get stuck, quickly review your notes and then restate what you just read. 


