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Notetaking: Outline Method

Whatis the Outline | C When Dol Use it? )
Memﬂﬂ" (Use when: \

¢ Planning a project, essay, or presentation
¢ Creating summaries or recaps
* To quickly jot down information
Avoid using with complex information, such as:
¢ Diagrams
e Visuals

\- Charts j

Example Layout

G)w to Outline Notes \
1. The first line is reserved for each general topic/idea
a. This subtopic always applies to the level above (1)
( Fo rm at Gu I d e I I nes ) i. This concept always applies to the level up (a)
ii. This is a second supporting piece of
\ information equal to (i) to support (a)
b. This applies to concept (1) & is equal to (a)
2. You do not have to use letters or numbers: the
hierarchy is enough. Dashes/points work well

The outline method of
notetaking is a structured
approach that helps students
organize their thoughts and
information for easy review.

Main Topics are recorded on
the left
¢ Subtopics are added with

’ ) 3. Advantages
an ident to the right of the g

a. Well organized

main topics b. Records relationships/content
o Supporting facts or c. Reduces editing and easy to review by adding
thoughts are added main points into questions
with another ident to 4. Disadvantages
the right of subtopics a. Need to pay close attention during class,
= Add further details especially during quick-paced lectures

\ with indentation ) \ b. Does not always show sequential relationshipSJ





