
Do’s and Don’ts of Successful Notetaking 

Get the most out of your lectures 

Don’t use a notebook or binder for more than one class. Preparing for tests and exams 

will be much easier if you have a separate notebook for each course.  

Do make your notes easy to read. Write or print neatly, leave spaces between lines, and 

make outlines to show the relationship between events or ideas.  Record the date at the 

top of notes from a single class meeting.  

Don’t write down everything your instructor says. If you try to record everything, 

you’ll miss the most important points.  

Do look at the board. If your professor writes material on it, you should record the 

same information in your notes.  

Don’t disregard repetition. If your instructor says something more than once, he or 

she wants you to remember it.  

Do pay attention to your professor’s tone. If he or she is speaking more slowly or 

emphatically than usual, it means that particular concept or point is especially 

important. 

Don’t ignore word signals, especially those that suggest lists or relationships between 

facts and ideas: for example, “three varieties of skin cancer,” or “the next stage in 

photosynthesis.” You may make lists, charts, or outlines to record this information.  

Do put most notes into your own words, except for formulas, definitions, and specific 

facts. This will help you absorb the information.  

Do write concisely. Your notes need not be in complete sentences; words or phrases 

should suffice. Just make sure you can understand them.  

Do approach your professor after class or during office hours if you missed or didn’t 

understand a portion of the notes.  

Don’t wait until the night before a test to review your notes. Look at them soon after 

class to make sure you understand the material, and review them for at least ten 

minutes each day.  

Don’t forget to enjoy the excitement of learning!   


