
Method:Write notes in an organized fashion using indentations to visualize and organize large topics down
into smaller topics. Place major points farthest to the left. Indent each more specific point to the right. You can

use numbers and letters, as shown above, or you can use bullet points, hyphens, etc.

Advantages:Well-organized system if done right. Outlining records content as well as relationships. It also
reduces editing and is easy to review by turning main points into questions.

Disadvantages: Requires more thought in class for accurate organization. This system itself does not show
relationships unless they are presented in sequence. Because it requires more thought, it can be hard to keep

up if the lecture is moving quickly.

When to Use: Can be used in any lecture format, but may require you to be familiar with the lecturer’s style
before implementing it. Use this format when there is enough time in the lecture to think about and make

organization decisions when they are needed. This format can be most effective when your note-taking skills
are well-developed and you can handle the outline regardless of the note-taking situation.1
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