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	Step 4: Reflect/Summarize: After you’ve reduced and recited your notes, use this section to write a few sentences that summarizes the speech, lecture or passage you’ve read.  This will help you remember what you took notes on as well as find information quickly when it’s time to study for a test or write a paper.

	Step 2 & 3: After the speech or lecture, reduce your notes to their core ideas.  Then, cover the “record” column and recite in your own words the facts that support the core ideas.  
	Step 1: Record your notes in this column.  Use each cell for a different idea or fact.  It’s a good idea to use abbreviations whenever possible.

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	(tap the tab key to add more rows, if needed)
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