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NOTE TAKING SKILLS

· Introduction to Note Taking

· Shorthand and Pictorial Symbols

· Abbreviations

· Suggested Skill-Enhancing Exercises
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INTRODUCTION TO NOTE TAKING
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The purpose for taking notes, primarily during consecutive interpretation, is to help the interpreter remember everything that was said.  Note taking is meant to supplement memory, not substitute for it.  The very act of taking notes seems to aid in the processing and retention of information, as well.  

Because notes can be viewed as a means of storing that information, they should be EASY TO READ and as VISUAL as possible.   Interpreters should not capture all the information verbatim; notes should rely on symbols, pictures and abbreviations.  Generally, to take quick notes, interpreters should:

· Omit certain non-essential information
· Concentrate on the key concepts (those which give the most information) and on the important words (nouns, sometimes verbs and adjectives)

· Use common symbols, signs, and abbreviations

SHORTHAND AND PICTORIAL SYMBOLS
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PEOPLE:
(
Defendant, defense


Everybody, whole world
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Man, husband, male


λ
People, person

    Ladies and gentlemen, men and women

                          +
Police, policeman


·       Police woman               
           +          
π
Prosecutor, prosecution


      λ   Somebody, someone
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Woman, wife, female

OBJECTS:



Car, vehicle, automobile



  t
Church, pray


((
Fight, conflict



 l   l
House, residence
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Stairs, staircase



  ∕.
Thing



W.E.
Weapon



  W
Work, job

TIME:


(
After, forth, later

P.M.   Afternoon



 ∞
Always



(
Before, prior to, back



 d.
Day



mo.
Month 



   m

This



   m

Last, ago


 
   m

Next



∞ 
Never





Night



(
Now




    X
Sometimes



X
Time, times



 d
Today



d
Tomorrow


   w or wk.
Week



w

This



w

Last, ago



w

Next

       y or yr.
Year



       v

This



     y

Last, ago



     y

Next



(d
Yesterday


PREPOSITIONS:



Around



(
Back and forth



 (
Between, among



 (
Down, downstairs, decrease





Inside, within



 (
Over

 (   
Under



 (
Up, upstairs, increase



 


  c
With


  (
Without

QUESTIONS:

         

How many?



    oF
How often?


        

 How long?



~ ?
Isn’t it, didn’t it?



TR?
True, isn’t it?



 (
What?



 or Q
When?



ou
Where?

COMMON PHRASES and VERBS:



Answer, to; to Reply



          B
By the way



~
Change, to



!
Command, order





Hear, to, heard  


(
Help, to



O.C.
Of course



 ?
Question, to ask, problem


                    N 
 See, now let me




See, to



?!
Surprise, to



(
Therefore, thus


TR
True



w
Well

TENSES and ENDINGS:


g
g  -ing  (swimmING)



d
d  past tense  (kickED)



n
n  -tion  (educaTION)



p
p  -ship  (friendSHIP)



l
l  -ly  (dangerousLY)



r
r  -er, or  (realtOR)

SYMBOLS of EXPRESSION  (four types):
1. THOUGHT    :

example:  believe, think, feel, is of the opinion that, etc.
2.  SPEECH
  „  example:  says, state, mention, declare, speak, etc.


          statement, declaration, conversation, interview, etc.

3.   DISCUSSION

example:  meeting, hearing, proceedings, conference, debate, etc.

4.   EMPHASIS


a.  favorable, emphatic, extreme (underlined)

b. negative,  unfavorable  (line drawn through) 

c. more or less, sort of  (wavy underline)

d. doubt, questionably, maybe, possible  (dotted underline)


SYMBOLS of ORIENTATION or MOVEMENT:
These designate stability, instability, loss, gain, etc. – the status of something


(
Balance, stability, no change, stagnation



(
Tendency towards, movement towards, cause and effect



(
Consequence of, due to , movement away from



((
Increase, success, improvement, gain



((
Decrease, failure, loss, slow down



(
Return, go back, give back, retreat, withdraw

RELATIONSHIPS:
These are used to designate the links between people, ideas, things, etc.
 ∕
Relationship, with regard to, about, belonging to, based on

 (
Equality, comparison, analogy, same as
 !!
Exactly

 ‡
Inequality, different, not the same, other
>  —
Superiority, advantage, more than, victory, anterior to, better than
<  — 
Inferiority, disadvantage, not as good as, defeat, less than, posterior to
  //
Parallel, at the same time, goes hand in hand with, similarly

[   ]
Limitation, is limited to according to, in conformity with
ABBREVIATIONS
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Ct.

Court, judge

LX. Law, statutes
C.A.

City Attorney

D.A.

District Attorney

Gty

Guilty

P.D.

Police, police department

d.

Day


Mo.

Month

Wk.

Week

Rx

Drug, prescription

O.R.

Own Recognizance

Bk.

Black

Wh.

White

Lat.

Latino

i.e.

That is, such as

e.g.

For example

coz. or b/c
Because

· Use standard abbreviations, such as st. (street), ave. (avenue), Sept. (or 9), etc.

· Abbreviations and symbols can be combined: 
 PDs [image: image7.png]


 (Police officers – female)
Lat. [image: image8.png]


PD  (Latino male police officer)

· Make up or use abbreviations for specialized contexts, such as traffic court:


Alc:  alcohol, liquor   4ws: four-way stop
· Code sections are also useful:  484, 664/187, § 231.4, etc.

SUGGESTED SKILL ENHANCING EXERCISES:

 Note Taking Skills

[image: image9.png]



1. Have someone read twenty of the common terms from the list in this section.  Draw the shorthand and pictorial symbols for it.  Compare what you wrote down with what is shown on the list.  Repeat with twenty more terms.

2. Listen to several TV programs.  What words did you hear repeated frequently?  Is there a corresponding symbol for those words?  If not, create one that you can comfortably use.

3. Ask someone to read a short passage from a newspaper, magazine, or book.  Take notes as needed, and then interpret what the passage said back to your friend for feedback.  Do this in both English and your non-English language.

4. Listen to a radio or TV news program or interview (short segments) and record the program, too.  Take notes on what is said, and then compare your summary of what was said to what actually was said.

5. Repeat #3 and #4 with longer programs and passages.
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