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How To Teke Notes

, The intelligent teking of classroom notes will go a
long wey to incresse the value of this training experience.
The success or failure of this prcgram will not be indicated
by the grenting of a certificate of ccmpleticn, but will be
nmeagured largely by the extent to which your efficiency as a
park ranger or park intervpreter has been increased as a result
of the training. The more knowledge end useful information
vhich you can take back to your rark aree with you, the more
efficient you should te. But your efficiency will not cnly
depend upon your abilivy to learn end retain inforration, it
will elso depend upon your ability to orgenize this raterisl
for practical use.

It would be an impessibility for anyone to ccre to
this treining precgram end retain ell the information izrarted
without scre special rmethod of recording ard orgenizing it
into & workable reference source. Alrost ell subjects will
be supplemrented by a written rarer vhich will be henézd to you
.either before or after the rarticular session, depending urcn
the wishes of the individusl instructor. However, on rmany
occasions the subject mattex.ireated orally during thke reriocd
may be cuite different frcm the written material oresented.
Classroom discussion, as well as "asides" offered by the ine
structor mey prove very valuable. It is our hope that the
supplerental papers will in turn be supplemented by classrcenm
notes which were teken at the tire of the oral presentaticn.
The purpose of this peper is to offer you a practical mwethod
of keeping and organizing 2 notebook which will help to increase
your day to day effectiveness in your job.

V¥hat are some of the uses for your notes?

Everyone has at one tire or another been faced with the
problem of trying to find informztion he knows he has tucked away
gome place but just can't revecber where. Or, perhaps he hes been
.called upon to make e telk and be rexembers that at one time he
had just the right meteriel for this talk, or that he listened to
somecne of experience deliver s talk cn this particuler subject.
These are Jjust two examples of where a good, properly organized
gset of notes will come in handy.



Bclow are a few of the many uses you will find for
your notes:

a. As a basis for review

b. As & besis for orgenizing a training progrem

c. As a basis for acting on certain types of problems

d. As a basis for review for an exemination

€. As e& basis for 2 ceries of lectures or other instruction
f. As a tasis for learning policy

g+ As a source bcok for hard to find facts

h. As a good device for lezrning

i. As & source of material not presented in printed form

¥What is the bYest type of notebook to do a good Job?

You will. be iscsued several two-inch binders during the
program io wkich to retain your notes and class papers. These
ere looseleaf binders end you r2y use vhatever method of organie
zation of your material which you desire. The notebooks will be
collected and rcviewed by tke steff on at least one occasion to
gee if you are keeping your ratzri2ls in some orderly form. Your
material should be t2bbzd erd index=d in scwe fashion so that ycu
can find material when in need of it. The loosecleaf feature makes
orgarization and reorgenization casier and the deletion or edditicn
of material quite cimple.

¥hat notes should you take?

You ¥now just how much previous knowledgz of the subject
you possess enl you will bave to ceterminz for yourself how much
of the inforraticn is new and decirable to keep in your records
for future use. Sczetimes thz supplerental paper may include
almost all of tiae materiel you desire. On other occesions you
may wish to make quite ccmprehensive class notes, especielly where
no peper is offerzd. There z=y b2 times vhen you will find it
sufficient merely to underline thoughtc or scntences in the supple-
mental paper, or to make sulizble marginal notes on the paper. Cn
all occasions the instrustor will have e thorough working knowledge
of the subject and it will be lert wp to you to record his idees
in vhatever form you wich. In detcrmiring vhat notes to take, keep
the following factors in nmind.

a. Keep in mind you:r rec3ons for teiring notes.

b. Watch for key vwou¢s or terms arcund which the main ideas
will revolve.

¢. Check carzfully everything that is put on the blackboard,
magnetic board, or chart pater. Gererzlly, if it is im-
portant enouvgh for tke instructcr to put on the board, it
is important enough to jnclude in your notes.

d. Don't make your notcbock a wastebasket for everything!

€. Watch for egpecial e-ph2sis by the instructor, such as
“This is importzat" or "To sum up the - =", etec.

f. Watch what other trzinzes writz dowa. They ere fairly

. good guide posts if you are not certain of the importance
of the material. '



Vhat 18 a simple outline form to use?

Note teking is not difficult if certain practical
suggestions are followed.

I.

II.

III.

V.

Be ready

A.
B.

Have proper notebook, raper, and writing raterials
Have it ready on your desk vwhen the speeker begins
his discussion

Have a heading (This will afd in remembering)

A.
B.

c.

Be

Course or subject heading

Name of instructor end title (This may already
be on the supplemental pagper)

Date

alert

A.
B.
C.

Be

Catch the key ideas and high points
VWrite fast
Stay awake!

brief

A.
B.

C.

D.

E.
F.

Be

Use abbrevietions where possible

Usge your own shertcuts, but be sure that you can
interpret them afterwards

Use your cwn words except for

1. Technical points

2. Definitions

3. Direct statements

Don't crowd your work - parer is cheap

l. So that you can amend or delete

2. To follcw easier for X1 ter reference
Underline especially important Roints

Put a8 question rark after an item you do not
fully understend.

l. As to whather you heard correctly

2. To ask questions later

3. ‘To verify laster through reference

4, For future reference °

orderly

A.

B.
C.

Numbering or lettering helps to organize

. Roman nurerals - I, 1II, etc

2. Capital letters - A, B, C, etc.

3. Figures - 1, 2, 3, etc

4. Small letters - a, b, ¢, ete

5. Figures in brackets - (1), (2), (3), etec.

6. Smell letters in brackets - (a), (b), (c), etc
Indent or paragreph to show division

Start a new idea on a new line
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VI. Getting the most frcm your notes

A. Read over-et first opportunity

B. Fill in ebbrevisted items

C. Fill in technicel terms & other items

D. Check for completeness and understandability

VII. Precautions

A. Never try to write down everything

B, Don't overcrowd your pages

C. Don't ask the trainee next to you for inforration
while the discussion leader is talking

D. Don't make your notes so brief they lose their
meaning '

E. Don't forget to underline importent points

F. Don't hesitate to ask questions

G. Don't repeat notes you have already teken

The methed of organization of your notebock will te left
entirely up to you. All tkat is required i1s that i1t te crgsnized
in such & fashion that tke meteriel can te located when you dusire
it. Index tabs and blue pertition sheets are availsble to essist
you in this orgznization of ycur notebook. If you need other rateria
we will try to provide them for you. The ruled rerer which will Te
provided for class notes is 83" by 11". The mireogrsphed rerers
will be on 8" by 104" tarer. This tends to provide 2 notebeok of
8ifferent sized rapers. Yocu may elect to cut down tke rutled raper,
use unruled reper for classroom notes, or leave it ag it ig. Un-
fortunately, GSA does not provide ruled perer in the size 8" by 10i".

From tire to tire distribution will be made of bulletins,
pamphlets, and other printed materials of assorted sizes and thicke
ness. In general, these will not be incorporated in the class note-
books, but should te retained in scme orgenized form so that they
can be indexed with materiels in the notebooks.



