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Introduction

s

This book was written to help you learn how to take notes. There is no single way to
take notes. People write notes in many different ways. The important thing is that
your notes are clear and useful to you.

The trick to note-taking is being able to read, see, or hear something and then
picking out exactly what you need to remember. The rest of the job is making sure
that you have written the information down clearly and in a useful order.

You will be doing most of your work right in this book. Some exercises take you out
of the classroom. Discuss these exercises with your teacher before you begin them.

When you complete an exercise, you can check your answers in the answer key in
the back of the book. Sometimes there is no one right answer. When more than one
answer is possible, the answer key gives you a general idea of what the answer

should be.




L.esson One

=

Lists, Lists

Notes can be very short. They often do not need to be written in the form of a sentence. Usually, a well-chosen
word or phrase will do.

One very simple way to take notes is to make a list. First, you need to know what it is you want to find out.
Then, you pick out just the information you need and list it.

o Read the following descriptions of paint colors. Then make a list of the names of all the paints that
are green.

Paints

Lipstick - a bright, glossy red that adds color to any room

Pacific Pine - a deep, restful, bluish green; ideal for floors and ceilings

Periwinkle - a pale violet blue that goes well with pinks and purples

Pistachio - a pale green with a yellow tone

Hunter's Choice - a deep, rich, pure green that provides a perfect background for light wood furniture
Sunrise - a sunny orange with a bright glow that livens a young child's room

Autumn Treat - a rich red-brown that brings memories of the beauty of fall

Italian Olive - a quiet, earthy green, mixed with hints of brown and yellow

Green Paints




0 Supermarkets often advertise special low prices on the items they sell. Read the supermarket specials
described below. Then list all the items that you might need in order to make a meal.

You will need to know

1. the name of the item

Fantastic B:;goinl\

No R
ISHWASHING
P LIQUID

12 oz bottle

89¢

2. the price
3. how much you get for that price

Cleaner Than Cleanl!
Wave

LAUNDRY
Y DETERGENT

Jumbo Size Box

Great Savingsl!
Mama Mozzarella's
Super Rich

Crisp and Delic;
Jolly J”::lousu

O FROZEN
BEANS

List of ltems Needed for a Meal

Item - Price Amount you get for that price




Lesson Two.

Lists, Lists

Read the following recipe for a sandwich. Then make a list of all the foods you will need to buy in order
to make the sandwich.

3lice and toast:

2 pieces of rye b_“d

shices of boiled ham

Hhinly sliced +omatoes
Decorate the sandwich with:

slices of hard-boi led eqq

@ Here is the recipe written in note form. The exira details are left out and only the information that you
need to know is included.

Slice and toast bread

Place on ham, lettuce, tomatoes
Decorate with egg, parsley
Serve with horseradish dressing

Compare this recipe to the recipe in part A. Why do you think some words were left out?




0 Write the following recipe in note form. Keep your notes short and clear

Heat vp your brot ler.

i ked meal with your
Soread some slices of coo o
$ovorite prepared muchard ov Ketchup

| crumbs.
Rell e slices of meat n wdl—buH'crcd bread

lace the slices of meat under the boroiler and broi!
P““M onkil they are brown.

i

Serve tis meat with brewn savce-




