


INTRODUCTION 

The Importance of Note-Making 

During FEST program we meet many modules. With regarding to its own behavior 

we have to follow learning techniques to remember all the important points. As we 

cannot hold them all in our mind, we will have to use a record to gather all the 

information. To record something we have to improve our listening skills. As we 

record something we will have to pay our attention for our work. That record can 

help us to recall and understand the lesion in a later time and saves our time. So it is 

very important to make effective notes. 

1. During lectures, lecturer presents more information than shows in slides. 

Sometimes they give useful tips for assignments and for exams. So it is very 

important to write down hints. 

2. When we are in a classroom or in a lecture hall, we must concentrate our mind 

on the lesion to grab all the information and to comprehend the lesion. That 

kind of a concentration is built by making notes. 

3. So Note-making is very important as it involves us in the learning process. 

And whenever we read something we have to write down important points as 

we cannot hold them on mind. 

4. Making notes allows us to reduce the information in to manageable size. 

When we are studying for exams a lot of material has to be covered. The key 

points should be extracted from lecture notes and text books. 

5. It is an aid to exam revision. Making notes helps to think and understand the 

subject. 

The history of Note-Making goes far about 1979. Tony Buzan was the person who 

invented the concept of Mind Mapping. With using images and patterns he 

developed the main idea up to a successful invention. So now it has become most 

popular among most of the academic students. 

Types of Note-Making Methods 

Note-Making mainly involves with selecting, analyzing, summarizing and organizing 

information. Although there were many Note-Making methods with different 

strategies, we only consider five methods that suits for FEST program in this research. 

1. Split-page Format. ( A narrative Note-Making method) 

2. In Split-Page Format method the page should be divided in to two columns 

and in one column there will be standard notes and in the other, the 

summery. This method can be used to write down lecture notes. [6.1] 

3. Diagram/Pattern Format. (A visual Note-Making method) 



4. In Diagram/Pattern method the information is presented with using a 

diagram. The main topic and the related ideas should be linked together as it 

implies a complete meaning. This is a kind of visual learning technique.[6.1] 

5. Mind Map. (A visual Note-Making method) 

6. In this method the information and important points are presented through a 

map which contains images. With linking one another, the information can be 

elaborated according to our own creativity. [6.1] 

7. Outline Format. (A narrative Note-Making method) 

8. In this format the information is presented as an outline with using titles, sub 

titles that are numbered according a procedure.[6.1] 

9. Question and Prompt Format. (A narrative Note-Making method) 

The main points of a lesion can be highlighted across a series of questions and with 

relevant answers. [6.2] 

When taking lecture notes it should be more accurate and consisted. With improving 

the habit to use SQ3R technique it allows us to take most important points on 

lectures. After reorganizing them it reveal the way to review and revise the note. A 

note-Making method is only one category that comes under study skills. But up to 

now we can see more methods that can follow to achieve improvement in study. So 

we can follow any of them to reach the target. 

 



Note making 

Note making explained 

CONTENTS 
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4. Review and organise your notes 

This guide is about why we make notes, how to make effective notes from lectures 

and reading, and describes a variety of note-making techniques. 

Note making is not just about writing down everything you hear or read. It is a 

process of reviewing, connecting and synthesising ideas from your lectures or 

reading. 

Making notes helps you to: 

• stay active and engaged during your lectures, reading and revision 

• understand what you are learning and clarify your thinking 

• be selective and identify key ideas 

• remember the material 

• organise your ideas and make connections 

• plan and structure written assignments 

• review and revise before exams. 

You can also see our note making techniques tutorial, which explores the different 

approaches you can take to note making. You will learn the various options for 

note making in different contexts and explore the advantages and features of each 

approach. 

https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making/2
https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making/3
https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making/4
https://resources.library.leeds.ac.uk/note-making/


What your notes should contain 

All good notes should contain: 

• source information (title, author, date etc) 

• headings to help you identify the key topics 

• key points, examples, names, new ideas 

• triggers to make your notes more memorable – such as mnemonics, 

colour or drawings 

• further reading and ideas to follow up later. 

Consider developing a system of symbols and abbreviations to help you speed up 

your note taking. Common abbreviations in notes include “poss.” for possibly, 

“esp.” for “especially”, and “govt.” for government, but you can create a list that 

works for you. 

Sometimes poor note taking can lead to unintentional plagiarism. To help avoid 

this you should make quotes, paraphrases and summaries look different from your 

own ideas in your notes. You could use quotation marks or square brackets, or 

highlight other people’s ideas in a different colour. 

Set up a system to record complete bibliographic details, including: 

• name of the author, editor, lecturer or organisation 

• date of lecture, publication, or access (for websites) 

• title of lecture or source 

• page numbers where applicable 

• other bibliographic details you might need for a reference. 

Three stages of note making 

Note making doesn’t only happen when you are reading or attending lectures. 

There are three stages to making effective notes: before, during, and after. 

https://library.leeds.ac.uk/info/1402/referencing


1. Before: Prepare by finding out what you need to know and what the 

purpose of the reading or lecture is. 

2. During: Note down main ideas and keywords. Find techniques that work 

for you. 

3. After: Reflect and review and then organise your notes. 

•  

 

How to take effective notes 

CONTENTS 

1. Note making explained 

2. How to take effective notes 
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Many of us struggle to make notes that are meaningful when we need to refer back 

to them. You need to adapt strategies that work for you to help you take and make 

effective notes. 

Prepare yourself 

To take effective notes, you should prepare for the lecture or reading. You should 

think about what you want to know, what the lecture or material is about, and how 

it is relevant to your own work. 

If you are preparing for a lecture, you can start by reading your module handbook 

to find out what the lecture will be about and what the learning outcomes are. 

Make sure that you familiarise yourself with new ideas, terms or language by 

consulting recommended texts. Your tutor may have recommended some 

preparatory reading, and Wikipedia can also be helpful for an overview of 

unfamiliar topics. Consider how the lecture material relates to your assignments 

and identify the key points that you need to note down. 

https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making/2
https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making/2
https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making
https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making/3
https://library.leeds.ac.uk/info/1401/academic_skills/85/note_making/4


It might also help to review your notes from previous lectures so you can make 

connections between each lecture. 

If you are preparing to read texts, ask yourself what you need to get from your 

reading. Do you need an overview, case studies and examples, definitions, or ideas 

and evidence to support your own argument? 

The purpose of your reading will influence your reading technique as well as the 

way you take notes. 

Tips for making notes from lectures 

Be ready to listen actively during a lecture. Pay particular attention at the 

beginning and end of lectures, as this is where the lecturer will set out and then 

summarise the main points. 

Don't try to write everything that is said. Listen for key words and phrases, like 

“there are three main causes of…” or “on the other hand…” to help you identify 

key ideas. Listen out for references to other sources that you may wish to follow 

up. 

Most lectures are recorded using lecture capture technology. Watching the lecture 

again can help you fill in any gaps in your notes. 

Find out more about using lecture recordings for note making. 

Microsoft OneNote is great for annotating lecture materials on your tablet or 

laptop, with a stylus you can even convert scribbled notes into digital text. 

OneNote can be downloaded for free as part of the student advantage Office 365 

pack. 

Tips for making notes from reading 

There are three main strategies you can use when reading for university: 

https://library.leeds.ac.uk/info/1401/academic_skills/81/digital_skills/5


• Scan for key information such as statistics, dates, facts and keywords 

• Skim the introduction, conclusion, and the beginning and end of 

paragraphs to get the main idea and a general overview of the text 

• Read carefully, slowly and possibly repetitively to interrogate the text and 

raise questions. 

If you are scanning the text, highlight the text and note down the key information 

and full details of the source. 

Only highlight what you need. Highlighting too much is a waste of your time as 

when you go back you will have no idea why you highlighted those sections. 

If you are skimming the text then you should highlight key parts and also annotate 

the text. A good annotation will include keywords, ask questions, and include 

related ideas and comparisons with other texts. Use the annotations to help you 

make more detailed notes that summarise the main ideas. 

Spreeder is an online tool for skim reading text, allowing you to adjust the number 

of words presented and reading speed. It helps to keep your place in the text. 

Critical in-depth reading requires detailed notes. You need to concentrate, ask 

questions of the text and make critical comments to assess and evaluate the ideas 

and evidence. 

When making detailed notes you still need to be selective and ask particular 

questions to help you think critically. See our critical reading guide for more 

information. 

 

https://library.leeds.ac.uk/info/1401/academic_skills/105/critical_thinking


Steps To A Formal Introduction 

1. State the name of the person being introduced to. In other words, 

state the name of the higher ranking individual. 

2. Say something like “I would like to introduce” or “Please meet” or 

a similar phrase. 

3. State the name of the person being introduced. In other words, this 

is the name of the lower ranking individual. 

4. Mention one or two small details to get the conversation between 

the two individuals started. Don’t give away too much so that they 

don’t have anything to talk about but just get a detail out there so 

things can get flowing. 

Now let’s put all of that together with a few examples: 

• You may, for instance, be introducing an older person to a younger 

person; you could say something like “Grandma, this is my friend, 

Will. He and I just completed a project together in Chemistry.” 

• You could be introducing a senior professional to a junior 

professional; something like “Mr. President, this is our new data 

analyst, Ms. Johnson.” 

• You could be introducing a host to a guest; something like “Mrs. 

Adams, this is my daughter, Janet, she just returned from a ski trip in 

Colorado.” 

• If the two people you are introducing to one another are of equal 

status, it’s purely up to you which person’s name you want to list first, 

it’s that easy. 

• If you are performing an introduction between one person and a 

group of multiple people, follow the same ranking system we outlined 

before but just make sure to list the names of each person in the group 

individually, that way, no one will feel minimized or left out. Here’s 

an example of that one in action; “Director Miller, I would like to 

introduce our Engineering team, this is Tom White, Amy Nakamura, 

and Kendall Thompson, all three of them participated in our 

conference on Wednesday.” 

 

Casual Introductions 

If you’re in a more casual situation, a full formal introduction isn’t always 

necessary or even practical. Still, you should generally try to follow the overall 

guidelines of introducing the higher ranking person to the lower ranking person. 

Let’s say, for example, that you’re a few rows apart in the stands at a basketball 

game, obviously, it’s not going to be practical to do a handshake or really have 

a conversation at that point in time but a smile, a friendly wave, and just 



exchanging names should be enough. Then, if you find yourselves in a situation 

where you can have a more full conversation later, take the opportunity to do so. 

Body Language & Social Cues 

Look at the person you’re speaking to first then turn to the other person as you 

complete the introduction. You should make an effort to make eye contact with 

both individuals that are part of the introduction. Speak clearly, of course, and 

don’t mumble. Mumbling is just going to reflect poorly on you as the person 

conducting the introduction. As we’ve already mentioned, use courteous 

language. May I introduce or “I’d like you to meet” are good examples of a 

lead-in for an introduction. “May I present” is going to be your most formal 

option. 

In more formal situations or when there’s an obvious age difference between 

parties, using courtesy titles and last names is going to be more polite than just 

using first names. After all, once they get talking, the people you are 

introducing can make the decision to use first names themselves and even when 

you are using first names, try to include last names as well. Not only is it more 

polite but it also aids in memory retention for those people being introduced. 

Chris Evans all smiles 

Also, teach children to use the titles of adults rather than simply their first 

names unless an adult specifically requests that only their first name be used. 

For example, something like “Mrs. Rosen, this is my niece, Kayla. Kayla, this is 

Mrs. Rosen”. This brings up a good point about repetition, though, only when 

introducing children to adults should you reverse and repeat the introduction; as 

in “X this is y, y this is X”, otherwise, reversing and repeating can make the 

introductions seem a little tedious. In order to make sure that everyone 

remembers everyone else’s names, just use names organically as the 

conversation continues. 
SEE MORE 

Finally here, let’s cover what to do if you find yourself having forgotten 

someone’s name in the middle of an introduction; after all, it does happen. The 

best course of action is simply to politely excuse yourself and say “I’m sorry, 

would you please remind me of your name?” and if you find yourself repeatedly 

blanking on someone’s name, be a little bit sneaky. Take the two people and 

simply say, “Have the two of you met?” then you can sort of prompt the two 

people to say their names for one another. This is a little bit risky, however, and 

it won’t always work so it’s a tactic that’s best avoided. In general, honesty is 

the best policy. 

If You Are The One Being Introduced 

https://www.gentlemansgazette.com/how-to-get-to-know-someone/
https://www.gentlemansgazette.com/how-to-get-to-know-someone/
https://eb2.3lift.com/pass?tl_clickthrough=true&redir=https%3A%2F%2Fwww.ibm.com%2Fsecurity%3Futm_content%3D000039JJ%26utm_term%3D10013707%26p1%3DProgrammatic%26p2%3D280910559%26p3%3D132814156%26cm_mmc%3DDisplay_N1114924.2079317MEDIAMATHPROGRAM-_-Portfolio%2BSecurity_Security%2BConversation-_-WW_WW-_-280910559_Security%2BBrand%2BCOVID%2BEducation-Gen-V1-1920x1080-Video-VPAID-NULL-Hi-NPB-15sec%26cm_mmca1%3D000039JJ%26cm_mmca2%3D10013707%26cm_mmca4%3D280910559%26cm_mmca5%3D132814156%26cm_mmca6%3D0%26dclid%3DCJbx-ZjvzOsCFfMitwAd0HsHeQ&bc=4.5&pr=0.947&brid=561162&bmid=3690&clid=5545381&biid=3690&aid=174180185143159060520&did=17824&tid=5943620&bcud=4500&sid=16982&ts=1606751734&cb=23052
https://www.gentlemansgazette.com/easy-ways-to-be-more-likeable/
https://www.gentlemansgazette.com/easy-ways-to-be-more-likeable/


First, stand and face the person in question. This makes it easier to maintain eye 

contact and shake hands and presents you as equals in the introduction. If a 

person is unable to stand, of course, just politely lean to their level. Don’t forget 

to smile, give a firm but not crushing handshake, and let go promptly. There are 

a few things more awkward than somebody who hangs on too long after a 

handshake and finally, after the introduction has been completed, give a 

pleasant greeting to the person to whom you’ve been introduced, “I’m very 

pleased to meet you” is an easy choice. 

 

Introducing Yourself To Others 

If you know the person’s name and title, it’s best to use it. Something like “Mr. 

Jones, my name is Michael Wilson. It’s a pleasure to meet you” and if you’d 

like to introduce yourself but you don’t know the person’s name, you can just 

lead with yours. Something like “Hi, I’m Preston Schlueter. I thought I’d like to 

get to know you”. As with before, don’t forget the smile, eye contact, and firm 

handshake. 

CONCLUSION 

Knowing all of these rules, all types of introductions should be a breeze for you. 

You’ll look good to the people whom you’re introducing and they should 

hopefully be able to start up a conversation with little to no effort. 

 



How to Take Notes Using the Charting 
Method 
 

Good note taking comes with practice. As you improve, you may find that you prefer 
one system of note taking over another or that a certain method works better for a 
certain class. The charting method of taking notes is good when you need to place 
related information into different categories, arrange information in a certain order or 
when you want to compare the relationships between different ideas. 

1Create Columns 

Before you begin taking notes, like before class, divide a piece of paper into 
separate columns. A regular piece of notebook paper works well for the charting 
method because of its horizontal lines. Your first column should begin after the red 
vertical line on the left side of the paper. Have the last column end at the red vertical 
line on the right side of the paper. The number of columns that you should use 
depends on the types of facts and information presented. 

2Label Each Column 

Label the top of each column with the type of information that you’re going to record. 
In a history class, for example, you may use the labels “Date,” “Person,” “Country of 
Origin” and “Significance.” For a math class, you may use labels like “Equation,” 
“Purpose” and “Example.” If you’re taking notes for a class, the syllabus and the 
previous reading assignment may offer clues about the types and number of labels 
that you’ll need for your chart. When you’re taking notes from a reading assignment, 
determine the number and types of labels that you’ll need for your chart by looking at 
the information in the text. 

3Record the Information 

During class or as you read, write down the information that you learn under the 
appropriate column on your paper. For instance, if your history lecture reviews 
important explorers, you may write “1492” in the “Date” column, “Christopher 
Columbus” in the “Person” column, “Italy” in the “Country of Origin” column and 
“Traveled to the New World and established settlements on Hispaniola” in the 
“Significance” column. In the “Significance” column, you may also note that 
Columbus traveled to the Americas on behalf of the Spanish Empire and that the 
boats on his first voyage were the “Niña,” “Pinta” and “Santa María.” In a math class, 
you may write “d = rt” in the “Equation” column, “Find the uniform rate or distance; 
distance = rate x time” in the “Purpose” column and “20 miles = 10 miles per minute 
x 2 minutes” in the “Example column.” 

4Considerations 



The charting method of taking notes is advantageous because it minimizes the 
amount of writing that you have to do while taking notes because you only write the 
most relevant information, according to the California Polytechnic State University. 
The organization of your charted notes can also make it simpler for you to identify 
facts and compare relationships. At the same time, the University of Redlands 
shares that this method may be difficult to execute if you don’t know about the type 
of content that your teacher will cover during a lecture. 

 



How to use a dictionary effectively 

Reasons for using a dictionary 

A dictionary is a very important tool for anyone who is learning a new 

language. With a good dictionary you can do the following: 

• look up the meaning of an English word you see or hear 

• find the English translation of a word in your language 
• check the spelling of a word 

• check the plural of a noun or past tense of a verb 
• find out other grammatical information about a word 

• find the synonym or antonym of a word 
• look up the collocations of a word 

• check the part of speech of a word 
• find out how to say a word 

• find out about the register of a word 

• find examples of the use of a word in natural language 

To be a good dictionary user, however, it is not enough to know what to 
use the dictionary for. You must also decide which is the best dictionary 

for any of the purposes listed above. As well as this, you need to be able 
to find what you are looking for quickly; you need to be sure that you 

have found what you were looking for; and, most importantly, you need 

to know when to use your dictionary. 

Knowing which dictionary to use 

Electronic dictionaries are the best choice for ESL students. Most of them 

contain native-language equivalents and explanations, as well as 

definitions and example sentences in English. They can speak the English 
word to you, and they are easy to carry around. However, they are 

expensive and easy to lose, so put your name on yours! 

A cheaper possibility, if you are going to work at the computer, is to use 
an online dictionary. A very good one for ESL students is the Longman 

Dictionary of Contemporary English. Alternatively, if you open Google and 

type, for example, define: superstitious, you will get a long list of 

different definitions of superstitious. 

A good monolingual dictionary is recommended for students who already 

have a high standard of English and want to learn about word use. 

Finding words quickly 

This is a skill that you need to practise. Ask someone to write down 5 

words and see how long it takes you to find them. Of course, you will 
need to know the English alphabet perfectly, so practise this too. Use the 

http://pewebdic2.cw.idm.fr/
http://pewebdic2.cw.idm.fr/


guide words at the top of each dictionary page; and keep practising until 
you can find any word within 10 seconds. You should also practise finding 

words in your own language in your bilingual dictionary. If you use an 
electronic dictionary, take some time at home to learn how it works and, 

again, practise finding words quickly. 

Finding the right meaning of an English word 

Very often when you look up a new English word, you find that it has 

more than one meaning. If you are not sure which one is correct, here’s 

what you can do: 

• First, check through all the meanings and find the one that makes 

most sense in the context where you found the word. (Very often, 
many of the different meanings are similar and this should be 

enough to give you a good idea what the word means.) 
• Second, if you really want to make sure, think what the word is in 

your own language and look it up in a bilingual dictionary. If one of 

the English translations is the original word you looked up, then you 

can be satisfied that you have found the right meaning. 

Finding the right spelling 

Another problem you may have is when you want to check your spelling 

but you can’t find the word you’re looking for. What can you do? 

• If you are sure of the first few letters, just look down the page until 

you find the right spelling. (Again, it is helpful to check the meaning 
is the one you expect.) 

• If you are not sure of the first few letters, try some other 
possibilities. You know for example that some words that start with 

an -n sound have k as their first letter; e.g. knife, knight. So if you 
can't find the word under N, try looking in the K pages. 

• If you still can’t find the word, think what it is in your language and 

look it up in your bilingual dictionary. 

[Advice on using the computer spellcheck] 

Finding the right English translation of a word in your language 

When you look up a word in your own language in a bilingual dictionary, 

you will probably find that there is more than one English translation. If 
you are not sure which to use, you could try a back translation. This 

means that you look up the English translations one by one in a 
monolingual dictionary. If a word has a definition that matches the word 

in your language, you are safe to use it. 

Knowing when to use the dictionary 

http://esl.fis.edu/learners/advice/spell.htm


If you look up every new word you see or hear, you will spend your whole 

day with the dictionary in your hand. That’s no good! You have to be 

clever and choose the right words to check and the right time to do it. Try 
to follow the advice below and you will become a much more efficient 

language learner: 

• When you find a new word while reading, finish the sentence 
(better: the paragraph). If you haven’t guessed the meaning and it 

still seems important, then you can look it up. To avoid interrupting 
your reading for too long, you should find its meaning in your own 

language using a bilingual dictionary. 

• When you hear a new word in class (or the teacher has written it on 
the board), wait and continue listening. What the teacher says next 

may help you to understand the word. If you look in your 
dictionary, you will not hear what comes next, and this will make 

understanding the lesson more and more difficult. 
If you think the word is very important, you could copy it from the 

board or write how you think it is spelled. Then later you could ask 

the teacher or another student what it means. 

 



Why language is important in our life 

 
SPEAK/COMMUNICATE 
The primary function of language is to speak, to communicate with each other, it is a very 
important aspect of our daily lives. You find all forms of communication, whether written or oral, it 
can be telephone conversations, letters, emails, text messages, voice mail and many more. 
Today we even come to communicate with signs such as emoji to make real-time video 
conversations from one country to another, the world has changed in every way and also in the 
way we communicate with each other. 
 
Language is a set of words, symbols, sounds, gestures and systems of use common to people 
belonging to the same community, nation or cultural tradition. At work you use it to communicate, 
to understand, to sell, to negotiate, all this would be impossible without language. Language is 
not only useful in our lives, it is essential, it is the beginning of our whole evolution. 
Freedom of expression is a right, you can speak and express yourself freely, it also allows us to 
have the right of freedom of press and to write in the newspapers about any subject. 
 
READ/LEARN 
Thanks to language we are able to learn all sorts of things, at school for example we learn 
history, science, mathematics which without language would be impossible to understand and 
explain, so there would be no teacher and education would not exist. 
Everything we learn in life is derived from the language when you drive for example, you have to 
read the signs to respect the traffic rules, these signs refer to something specific that is described 
with words if you pass a red round sign with a white vertical bar in the middle it means that the 
road is forbidden and therefore you are not allowed to go there. 
 
Without the language and knowledge of the word "wrong way" it would have been impossible to 
learn the rules of the road and therefore to drive. When using a GPS also you need to 
understand the language to understand what it says, even to turn it on and read it. 
No book could have been written without the language, so nothing could have existed, we would 
still be in the Stone Age grunting, hunting and making fire without any perspective of possible 
evolution. 

 
WRITE 
Writing is the second most used form of communication after oral communication, we write all the 
time, everywhere and to everyone every day. Thanks to the language we are able to 

https://s3.eu-west-1.amazonaws.com/studenz/uploads/h/t/9/t/9t0cwv7g2i3xuhycyog0.png


communicate from one country to another with a common reference language which is English, 
determined as the international language every person who wishes to be in recurrent contact 
with people from all over the world for personal or professional reasons must know how to speak 
English to be able to communicate with people who do not speak his mother tongue. 
 
The first forms of writing were more akin to drawings, later we find hieroglyphics, parchments, 
engravings and others. 
Writing is essential in linguistic exchanges but also in all fields of science, discoveries and world 
advances in order to keep track of what we have put in place, of our intellectual and historical 
heritage. 

 
CULTURAL IDENTITY 
Through language we have created cultural identities of our own, no matter what language we 
speak or what country we come from, we all have cultural particularities that define us. 
Sometimes it is not only limited to a country but also to a region, within the same country you 
have different cultural identities that result from the language and the daily life of that region but 
the language is always used in the same way despite its singularities within certain communities. 
 
Even if from one country to another the language is not the same, the writings are different, the 
oral expression is different and the means of learning are different you will always find the same 
use of the language. 
Thanks to the senses that we have we are able to decipher language in all its forms, we see 
letters, words and we are able to understand them. We hear someone speaking and we identify 
the words we understand. Hearing also enables us to hear the sounds around us and to analyse 
the environment and the situation. 
 
Touch is another form of language because when something burns you know immediately that it 
is hot because you know that word, just as with taste your body is constantly communicating with 
your brain and creating associations in relation to words. Smell is also very important, if we smell 
gas or smoke, our brain immediately knows that this is related to the word danger and that 
something has to be done quickly. 
 
MAKE CONNECTIONS 
Language allows us to build relationships with each other, with our family, from the first moment 
of your birth they can make you understand the language and teach it to you little by little 
unconsciously. Later on it will allow you to develop real relationships with your family and to 
communicate with them. It can also be with strangers, to learn to understand them, to 
communicate, to learn their customs and their value, to see if there are similarities with you and 
then develop a relationship of trust, friendship or love. Language also helps in professional 
relationships to create more or less friendly connections. 
 
OPENNESS 
Learning, hearing and understanding different nations, different cultures that are in every way 
opposed to yours will make what you know more valuable. You will see the world in a different 
way, it will prevent judgments, prejudices etc. 
This will make you a more cultured, educated and aware of the world around you and is a major 
asset for both your personal and professional development. Indeed, companies love people who 
have travelled and learned to have different points of view to understand the world. This shows 
an open-mindedness that is rare nowadays. 
 
TRAVEL 
As a result of multilingualism, we had to create a universal and international language because 
the number of people speaking different languages was so large and we needed points of 
reference to exchange, to communicate whether for professional or personal purposes when 
travelling for example. 
 



Indeed, the language allows you to travel, to communicate with other people, even if you don't 
know English you can make yourself understood with signs, gestures, drawings etc. 
 
You will always be able to understand each other because the reference points from one 
language to another are the same. It is nevertheless recommended to learn to speak English to 
facilitate exchanges. You can even learn two or three words before leaving for a destination to 
please people and integrate more easily. 

 



Styles of notes  

The main reason for taking notes in a lecture is to be able to use them later, for example in 

exams or in your academic writing. It is therefore important not only for you to understand 

how to note the main points accurately, but also how to note them with a clear organisation, 

which the relationship between the ideas clearly shown. This page describes two different 

ways to organise your notes, namely linear notes and pattern notes. It also gives information 

on a very common method of note-taking, the Cornell Method. 

 

 

Linear notes 

Linear notes are the simplest and therefore the most common style of notes, both 

for reading and listening. The word linear is the adjective of the word line, which 

indicates that these notes are written down the page, one line after the other. This 

type of notes is sometimes called outline notes as they are similar in format to 

the outline of an essay. Two common features of this style of notes are the use 

of: 

• numbering or lettering; 

• indentation. 

 

The use of numbering/lettering and indentation is important to help distinguish 

the main points from the minor ones. The use of indentation also helps to make 

the information more visual, which is useful for visual learners (although of 

course linear notes are not as visual as pattern notes, described in more detail 

below). An example of linear notes, for information on this page, is given below. 

 

  1. Linear notes 

         - go down the page 

         - use letters/numbers 

         - use indenting 

 

  2. Pattern notes 

         - more visual 

         - several types 

                  a) Spidergram 

                  b) Flowchart 

                  c) Table 

                  d) Tree diagram 

 

From the above, it can easily be seen that there are two main topics (linear notes 

and pattern notes). These are indicated both by the use of numbering (1, 2) and 

indenting (all the other information is moved across the page, to the right of 

these ideas). Both of the main ideas have several supporting points. As these are 
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not in any kind of sequence or order, there is no need to use lettering or 

numbering, and in this case a dash is used to indicate each point. For the second 

main point (pattern notes), four types are given, indicated by a combination of 

lettering (a, b, c, d) and indenting. 

 

When using lettering, it is possible to use capital or small letters, or large or 

small roman numerals, as shown in the table below. 

 

Numbers 1, 2, 3, 4, 5, ... 

Large roman numerals I, II, III, IV, V, VI, VII, VIII, IX, X, ... 

Small roman numerals i, ii, iii, iv, v, vi, vii, viii, ix, x, ... 

Capital letters A, B, C, D, E, ... 

Small letters a, b, c, d, e, ... 

 

These can be used in any combination which you prefer, though for clarity it is 

important to make sure each level uses a different system. The notes above, 

using a different combination of numbers/letters, could look like this: 

 

  A. Linear notes 

         - go down the page 

         - use letters/numbers 

         - use indenting 

 

  B. Pattern notes 

         - more visual 

         - several types 

                  i. Spidergram 

                  ii. Flowchart 

                  iii. Table 

                  iv. Tree diagram 

 

The main advantage of linear notes is that they are usually very clear, especially 

when there is a clear structure to the lecture (or reading text, for reading and 

note-taking). The main disadvantage is that they are not as interesting or visual 

as pattern notes, which means the information may be less memorable. 
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Pattern notes 

Pattern notes are notes which are not linear and therefore have some distinctive 

pattern. There are four main types considered here, which 

are spidergram, table, flowchart and tree diagram. 

 

 

Spidergram 

A spidergram, also known as a mind map, is a diagram in which ideas are linked 

to each other by lines, usually starting from the middle and working outwards, 

making the diagram look a little like the web of a spider (spidergram is a 

combination of the words spiderweb and diagram). Although it can be used at 

any time, it is best when there is one central topic with several sub-topics related 

to it. An example of a spidergram, for information on this page, is given below. 

In this spidergram, the central topic is pattern notes, and there are four sub-

topics, namely the four types of pattern notes described on this page. 
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The advantages of this style of notes are that it is quick and easy to make, and it 

is very visual, which makes it ideal for visual learners. It is also easy to add 

information later. It tends to be briefer than linear notes, which could be both an 

advantage and a disadvantage. 

 

 

Table 

Another type of pattern notes is a table. This is most commonly used when two 

different things are compared, and is therefore usually only used for part of a 

lecture (or reading text). It can be difficult to use this style of notes when 

listening, as when you are listening you need to make a very quick decision of 

which style to use, though it is easier to use when reading and note-taking since 

you have more time to think before making notes. If two things are being 

compared, this is definitely an effective form of notes to use, as it makes the 

similarities and differences very clear. Below is an example of a table, for 

information on this page. 

 

Linear notes Pattern notes 

Connection between ideas very clear 

Not very visual 

May be a little boring 

Can be difficult to add info later 

Connection between ideas quite clear 

Very visual 

Usually quite interesting 

Usu easy to add info later 

 

 

Flowchart 

A flowchart is useful if you want to show a process or a change over time. A 

flowchart usually has steps shown in boxes connected by arrows which show the 

order. Below is an example of a flowchart, for the process of writing an exam 

essay. 

https://www.eapfoundation.com/studyskills/styles/#vak
https://www.eapfoundation.com/listening/notetaking/styles/#linear
https://www.eapfoundation.com/reading/notetaking/
https://www.eapfoundation.com/writing/process/
https://www.eapfoundation.com/writing/process/


 

 
 

 

Tree diagram 

A tree diagram is another form of pattern notes. It is called a tree diagram 

because, if turned upside-down, it resembles a tree. This type of notes has a 

specific use, which is to show classification. Below is an example of a tree 

diagram for information on this page. Here it can be seen that notes can 

be divided into two types, linear and pattern. Pattern notes can be sub-divided 

into four main kinds, namely spidergram, table, flowchart and tree diagram. 
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The Cornell Method 

The Cornell Method is a particular method of note-taking, rather than a separate 

style. It was developed in the 1950s by a professor at Cornell University, and is 

especially common at universities in the USA. For this method, the page is 

divided into three areas: notes go on the right side of the page; questions are 

added on the left; while a summary is added at the end. The space on the right for 

notes is the largest area. This is a method of note-taking rather than a style since 

the two styles described above, linear and pattern, can both be used within the 

Cornell Method when noting the main points. The main advantages of this 

method are that it is specifically designed for making notes in a lecture, and the 

questions ensure a more active engagement with the lecture. The main 

disadvantage is that it can take some time to learn how to take notes using this 

method. 
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The page format for Cornell notes is shown below. 

 

 

 

 

 

 

 

 

 

 

Questions 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Notes 

 

 

 

 

 

  

 

Summary 
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Many people find frequency tables, crosstabs, and other forms of numerical 
statistical results intimidating. The same information can usually be presented 
in graphical form, which makes it easier to understand and less intimidating. 
Graphs tell a story with visuals rather than in words or numbers and can help 
readers understand the substance of the findings rather than the technical 
details behind the numbers. 

There are numerous graphing options when it comes to presenting data. Here 
we will take a look at the most popularly used: pie charts, bar graphs, 
statistical maps, histograms, and frequency polygons. 

Pie Charts 

A pie chart is a graph that shows the differences in frequencies or percentages 
among categories of a nominal or ordinal variable. The categories are 
displayed as segments of a circle whose pieces add up to 100 percent of the 
total frequencies. 

Pie charts are a great way to graphically show a frequency distribution. In a pie 
chart, the frequency or percentage is represented both visually and 
numerically, so it is typically quick for readers to understand the data and 
what the researcher is conveying. 
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Bar Graphs 

Like a pie chart, a bar graph is also a way to visually show the differences in 
frequencies or percentages among categories of a nominal or ordinal variable. 
In a bar graph, however, the categories are displayed as rectangles of equal 
width with their height proportional to the frequency of percentage of the 
category. 

Unlike pie charts, bar graphs are very useful for comparing categories of a 
variable among different groups. For example, we can compare marital status 
among U.S. adults by gender. This graph would, thus, have two bars for each 
category of marital status: one for males and one for females. The pie chart 
does not allow you to include more than one group. You would have to create 
two separate pie charts, one for females and one for males. 

Statistical Maps 

Statistical maps are a way to display the geographic distribution of data. For 
example, let’s say we are studying the geographic distribution of the elderly 
persons in the United States. A statistical map would be a great way to visually 
display our data. On our map, each category is represented by a different color 
or shade and the states are then shaded depending on their classification into 
the different categories. 

In our example of the elderly in the United States, let’s say we had four 
categories, each with its own color: Less than 10 percent (red), 10 to 11.9 
percent (yellow), 12 to 13.9 percent (blue), and 14 percent or more (green). If 
12.2 percent of Arizona’s population is over 65 years old, Arizona would be 
shaded blue on our map. Likewise, if Florida’s has 15 percent of its population 
aged 65 and older, it would be shaded green on the map. 

Maps can display geographical data on the level of cities, counties, city blocks, 
census tracts, countries, states, or other units. This choice depends on the 
researcher’s topic and the questions they are exploring. 

Histograms 

A histogram is used to show the differences in frequencies or percentages 
among categories of an interval-ratio variable. The categories are displayed as 
bars, with the width of the bar proportional to the width of the category and 
the height proportional to the frequency or percentage of that category. The 
area that each bar occupies on a histogram tells us the proportion of the 
population that falls into a given interval. A histogram looks very similar to a 
bar chart, however, in a histogram, the bars are touching and may not be of 
equal width. In a bar chart, the space between the bars indicates that the 
categories are separate. 



Whether a researcher creates a bar chart or a histogram depends on the type 
of data he or she is using. Typically, bar charts are created with qualitative 
data (nominal or ordinal variables) while histograms are created with 
quantitative data (interval-ratio variables). 

Frequency Polygons 

A frequency polygon is a graph showing the differences in frequencies or 
percentages among categories of an interval-ratio variable. Points 
representing the frequencies of each category are placed above the midpoint of 
the category and are joined by a straight line. A frequency polygon is similar to 
a histogram, however, instead of bars, a point is used to show the frequency 
and all the points are then connected with a line. 

Distortions in Graphs 

When a graph is distorted, it can quickly deceive the reader into thinking 
something other than what the data really says. There are several ways that 
graphs can be distorted. 

Probably the most common way that graphs get distorted is when the distance 
along the vertical or horizontal axis is altered in relation to the other axis. Axes 
can be stretched or shrunk to create any desired result. For example, if you 
were to shrink the horizontal axis (X axis), it could make the slope of your line 
graph appear steeper than it actually is, giving the impression that the results 
are more dramatic than they are. Likewise, if you expanded the horizontal axis 
while keeping the vertical axis (Y axis) the same, the slope of the line 
graph would be more gradual, making the results appear less significant than 
they really are. 

When creating and editing graphs, it is important to make sure the graphs do 
not get distorted. Oftentimes, it can happen by accident when editing the 
range of numbers in an axis, for example. Therefore it is important to pay 
attention to how the data comes across in the graphs and make sure the results 
are being presented accurately and appropriately, so as to not deceive the 
readers. 
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