THE STUDENT’S TOOLBOX

NOTE-MAKING SKILLS


I.3.1 
THE LONG AND THE SHORT OF IT

[image: image1.bmp]AIM:    2 lrn 2 wrt fast b4 u go bananas!                                         Or . . .    to learn to write quick notes by using abbreviations and cutting out unnecessary words. 

Why it is useful to make notes
When studying it is useful to write notes as you read or listen to a talk.  Making notes is good as:
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    it keeps you active and concentrating on the subject,    so you learn and remember it better; 

    your notes give you a written record to help you remember the information when you need it later. 

[image: image4.emf]

Note-making XE "note-making"  is one of the most important study skills you can learn - not just for studying and revision, but for the rest of your life. In business you often have to find out about something and report to someone or take some action.  Unless you make notes you will forget important information that could cost the business money and time.   

Cutting out words with telegraphese

In the days before long-distance telephone calls the only way to send a quick message was by telegram. This was a written message, sent originally in Morse code XE "Morse code"  over a cable, and post offices used to keep boys with bikes to deliver them.

You paid for telegrams by the word, so people used to write what they wanted to say using the smallest number of words that they could. This system of writing was called “telegraphese” and was used by businesses, newspapers and private individuals.  

Modern newspaper headlines and classified adverts use a form of telegraphese where all the unimportant words are cut out – such as ‘the’ and ‘is’, ‘are’, ‘were’.

BROWN NEW PM   

. . . . instead of . . . .
Gordon Brown is the new Prime Minister

Your notes need to cut out words in the same way.  

Warning:  Don’t miss out so many words or punctuation that you lose the sense altogether! 

Using abbreviations and symbols 

Text messages are also brief.   A text message is limited to 160 characters, so this has not only forced people to cut down the number of words but to shorten words and use abbreviations.  

Writing systems are ways of coding words.  Our system of writing uses an alphabetic system where each letter stands for a small unit of sound, eg: c – a – t.  When you are writing proper text, you have to use the standard ‘code’ and write each word out in full.  However, when you are writing notes for yourself, you can use other symbols to help you write more quickly. 

	Here are some  XE "symbols" abbreviations and symbols that many people use:

≈
	about, approximately
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	because (of), due to

	b4
	before

	(
	caused by, resulted from, 

	cf.
	compare, compared with (Latin confer)

	re:
	concerning, about (from Latin thing)

	(
	decreases, (goes) down, falls, reduction

	esp.
	especially

	est.
	estimated, established

	p.a
	every year (Latin per annum)

	
	

	(
	goes/went to, caused, led to

	inc.
	including

	(
	increase, (goes) up, grows, rises, growth

	<
	less, smaller than

	>
	more, greater than

	no.
	number

	i.e.
	that is (Latin id est)

	(
	therefore, so (that), it follows

	v
	very

	w/
	with


Most subjects have their own special symbols.  For example:

	Chemistry
	symbols of the elements, 0 = oxygen, Na = sodium, etc. 

	History
	C19 = 19th century,  c. = around, about (Latin circa)

	Maths
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= change in, ∑ = sum or total 

	Citizenship
	govt = government, parlt  = Parliament


You can use these symbols and abbreviations in other subjects too! 

You can use just the initials for the names of things or people you are writing about, e.g. write NC for Norman Conquest, W for William the Conqueror, H for Harold, etc.  You may need to spell out names and technical terms in full the first time they occur.  

SUMMARY:  Notes help you concentrate and recall information.  They need to be brief, so cut out           unnecessary words and use abbreviations.

Dash it all… we’re sinking





Snoot Jute & Co. ltd


Dear Sirs,


We are pleased to inform you that we are des�patching 500 bales of best quality jute on the SS Cedric which is due to arrive in New York on the 29th August. 


Yours sincerely 


Augustus Z. Goldstein��Augustus Z. Goldstein�Despatch Manager








SENDING 500 BALES BEST JUTE CEDRIC ARRIVING NEWYORK 29TH GOLDSTEIN
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FOR SALE


UPRIGHT PIANO Owner getting grand.


HUNTING DOG.


Easy to keep—will eat anything—very fond of children.
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