
Listening to Presentations: Note Taking

When listening to a presentation, you may need to take notes for your own use (to remember) or to pass the
information on to others. The following note-taking strategies can help you in recording the most important
information and relevant details in a presentation:

• Use telegraphic language: omit prepositions, articles, and other unimportant words.

• Use point form: this way you can record the structure of the presentation, providing you with the “big picture”. 

• Listen for phrases used to introduce a new topic or concept.

• Listen for transitions to indicate the connections between ideas.

• Listen for pauses and emphasis – these are signals that key information is to follow.

• Review your notes while you still remember what the speaker has said.

1 Audio 5.13: Listen to a presentation about Toastmasters and take notes. Review your notes and
compare them to those of a classmate. Discuss differences and explain why you chose the points
you noted. Listen to the recording again and revise your notes if necessary.

2 Listen to the presentation again. Refer to your notes to answer the following questions.

1. How does the speaker attract his listeners’ attention at the beginning of his talk?

2. How many parts does the presentation have? Refer to your notes to determine the main parts.

3. What are five interesting things about Toastmasters that you heard in the presentation?

4. Focus on one part of the presentation and summarize what the presenter said using your notes.

5. What are your overall impressions of the presentation? Did you find it useful/boring/
well-organized/hard to follow, etc.? Why?

3 Using your notes, write an email message to a classmate or friend reporting what the presentation
was about.
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