


Note-taking Templates: 
Strategic Tools for Learning, 
Research, and Writing
Dr. Sandi Leavitt 20 April 2021
srleavit@nps.edu

Graduate Writing Center
Naval Postgraduate School



Agenda

 Why guided note taking matters

 Best Practices

 Strategic Reading’s Link to Note Taking 

 I—Identify and Summarize

 II—Analyze and Critique

 Ex 1: Template requirements and options

 Ex 2: Sample Templates: Review and 
“Test Drive”

 Ex 3: Crafting Your Template



How do you 
prepare 

your 
students for 
discussions?

The blank-stares-and-silence phenomenon



Why guided note taking matters

• Note-taking and 
learning strategies are 
not intuitive 
(Garcia-Mila and Andersen)

• Students benefit from 
explicit instruction
and guidance (Donohoo)

Note taking is 
the process of 
engaging 
information to 
capture key 
ideas and 
concepts in 
written form 
(Ingel, et al.)



Note taking improves learning functions

1. Understand what your professor deems important 
(as signaled via a note-taking template)

2. Discuss with more confidence, engagement, and depth

3. Easily access relevant texts for papers and exams

4. Keep track of sources

5. Learn Independently

Note taking is 
the process of 
engaging 
information to 
capture key 
ideas and 
concepts in 
written form 
(Ingel, et al.)



Note taking improves learning outcomes

1. Recall and retention

2. Comprehension

1. Clarify meaning

2. Reveal relationships

3. Analysis and synthesis

4. Critique of evidence and logic

5. Application (meta-strategy)

Note taking is 
the process of 
engaging 
information to 
capture key 
ideas and 
concepts in 
written form 
(Ingel, et al.)



Note taking teaches critical skill sets

1. Identifying essential information (Donohoo)

2. Excluding nonessential information 

3. Attribution

4. Information literacy

5. Summarizing and paraphrasing (Donohoo)

6. Meta-cognition (Garcia-Mila and Andersen)

7. Meta-strategy

Note taking is 
the process of 
engaging 
information to 
capture key 
ideas and 
concepts in 
written form 
(Ingel, et al.)



Best practices

1. Encoding
take notes/no review

2. Encoding plus storage
take notes/review notes

3. External storage
absent self from 
lecture/review borrowed 
notes (Kiewra et al.)

★
Note taking is 
the process of 
engaging 
information to 
capture key 
ideas and 
concepts in 
written form 
(Ingel, et al.)

OPTIONS TESTED

BEST RESULTS



 Guided and encouraged 
by faculty

 Use a template

 Mostly summarize and 
paraphrase, not copy and 
paste/quote

 Notate SUM, PARA, Q, 
and ME/MINE

 Review notes later

1. Encoding plus storage
take notes/review notes 

2. Encoding
take notes/no review

3. External storage
absent self from 
lecture/review borrowed 
notes (Kiewra et al.)

Note taking is 
the process of 
engaging 
information to 
capture key 
ideas and 
concepts in 
written form 
(Ingel, et al.)

★

Best practices

IN ORDER OF EFFECTIVENESS IN PRACTICE



 Keep your reading notes separate from your writing document.

Notes LastName1_Short Title1.docx Notes LastName2_Short Title2.docx

LastName_NS3023_Final Paper_Doc.docx

 Record complete bibliographic details in each notes template.

 Code borrowed ideas, words, and data by how you transferred them into your template:

QUOTE: “Their exact words.” (p. x)

PARA: Their ideas or data in your own words. (p. x)

SUM: Their data, main idea, or conclusion in your own words. (p. x)

 Code notes to yourself in your template:

ME: or MINE: Your own ideas, reactions, questions, analysis to their material.

Or [put between brackets for your own ideas, reactions, questions, analysis].  

 Write in your document file, transferring source content—with citations—from your templates as you develop your paper.

Best practices



For these and other infographics and short videos, visit https://nps.edu/web/gwc/quick-clips-and-tips

Identify 

and 

Summarize

https://nps.edu/documents/111693070/113521312/Strategic+Reading+I.pdf/5020139c-3d15-fbcf-d512-a24a65a4a6fb?t=1609369478555
https://nps.edu/web/gwc/quick-clips-and-tips


https://nps.edu/web/gwc/quick-clips-and-tips

https://nps.edu/documents/111693070/113521312/Strategic+Reading+I.pdf/5020139c-3d15-fbcf-d512-a24a65a4a6fb?t=1609369478555


https://nps.edu/web/gwc/quick-clips-and-tips

https://nps.edu/documents/111693070/113521312/Strategic+Reading+I.pdf/5020139c-3d15-fbcf-d512-a24a65a4a6fb?t=1609369478555


https://nps.edu/web/gwc/quick-clips-and-tips

Analyze 

and 

Critique

https://nps.edu/web/gwc/quick-clips-and-tips
https://nps.edu/documents/111693070/113521312/Strategic+Reading+II+%2810%29.pdf/43c2ab8a-96e2-428b-6f5d-a50052a44f48?t=1613591780039


https://nps.edu/web/gwc/quick-clips-and-tips

https://nps.edu/documents/111693070/113521312/Strategic+Reading+II+%2810%29.pdf/43c2ab8a-96e2-428b-6f5d-a50052a44f48?t=1613591780039


https://nps.edu/web/gwc/quick-clips-and-tips

https://nps.edu/documents/111693070/113521312/Strategic+Reading+II+%2810%29.pdf/43c2ab8a-96e2-428b-6f5d-a50052a44f48?t=1613591780039


Template requirements and options       Exercise 1
Which are required? Which are optional?1. Bibliographic information

2. Other source information
3. Keywords
4. Research question
5. Main argument
6. Sub-arguments
7. Results
8. Problem being addressed
9. Scope
10. Evidence: a) presented and b) assessed
11. Methodology
12. Assumptions
13. Weaknesses of logic, methods, data
14. Counter-arguments
15. Significance—theoretical or applied
16. Key theories and concepts
17. How related to your research 
18. Useful new sources
19. Did results change your thinking?
20. Agree with author? Why or why not?



Test drive a template Exercise 2
ARTICLE

Theresa Machemer, 
“'Zoom fatigue' may 
be with us for years. 
Here's how we'll 
cope,” National 
Geographic, April 
13, 2021. 

TE
M

PL
AT

E 
1 

TEM
PLATE 2 

orUse

Use



Lessons learned 
during test drive:  
Exercise 2

Insights from the group:

1. Template heading prompts and 
number are influenced by 
purpose, audience, and phase 
in class

2. Shorter is better, but hard to do

3. Can add follow-on questions 
through in-class discussion or 
even asynch discussion boards 

4. Need description, but headings 
can really drive critical thinking



Creating Your Template Exercise 3

TOOLS

 Your familiar article

 Your list of requirements 
and options

 Template 1 or Template 2 
to customize

1. Bibliographic information
2. Other source information
3. Keywords
4. Research question
5. Main argument
6. Sub-arguments
7. Results
8. Problem being addressed
9. Scope
10. Evidence: a) presented and b) assessed
11. Methodology
12. Assumptions
13. Weaknesses of logic, methods, data
14. Counter arguments
15. Significance—theoretical or applied
16. Key theories and concepts
17. How related to your research 
18. Useful new sources
19. Did results change your thinking?
20. Agree with author? Why or why not?



Shared template tips:
Exercise 3
Other possibilities from the group for 
heading prompts not on either sample 
template:

1. Executive summary

2. Instructional period/class name

3. Terms defined

4. Strengths of argument

5. Counterarguments

6. How this applies to my previous 
experience

7. How this is new to me

8. How I think I may apply this in 
the future 
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