
Note Revision Checklist 
Completed Symbol Revision 

 
1, 2, 3… 
A, B, C… 

1.  Number the notes each time a new concept or main idea presents 
itself 

 Key Word 2.  Circle vocabulary/key terms 

 Main Idea 3.  Highlight or underline main ideas 

  
4.  Fill in gaps of missing information and/or reword/paraphrase in 
a different color 

 Unimportant 5.  Delete/cross out unimportant information 

 ? 
6.  Identify points of confusion to clarify by asking a partner or 
teacher 

 * 7.  Identify information to be used on a test, essay, project, etc. 

 Visual/Symbol 
8.  Create a visual/symbol to represent important information to be 
remembered 
 

 

 
Note Summary Template 
Completed Steps for Writing a Complete Summary 

 
Step 1: Read the essential question/standard/objective at the top of your notes 
 

 
Step 2: Respond to the essential question/standard/objective in one sentence – this is 
the introductory sentence to the summary.  Use your own words in writing the summary 

 
Step 3: Review the first chunk of notes on the right side 
 

 
Step 4: Reread the first question you wrote on the left 
 

 
Step 5: Write a one-sentence response to this question incorporating content-based 
vocabulary 

 
Step 6: Repeat this process until all of your questions are incorporated in the summary – 
accounting for all the main ideas in your notes 

 Step 7: Reread your summary for clarity and accuracy, adding transitions when possible 

 
Step 8: Review your summary to study for tests/quizzes, writing essays, or completing 
projects. 
 

 
 
 
 



Name: _______________________________________________________________________________Period: ______________________ 
 
Subject/Topic: _____________________________________________________________________________________________________ 
 

 Focused Notes The Cornell Way  
Evaluation Rubric 

 3 2 1 0 
Step 1: 
Create 
Format 

 All parts are properly 
written in the correct 
place 

 Most parts are properly 
written in the correct 
place 

 Some parts are properly 
written in the correct 
place 

 Few parts are properly 
written in the correct 
place 

Step 2: 
Organize 

Notes 

 All main ideas, key words, 
and phrases are recorded 

 Sufficient space is 
provided between main 
ideas 

 All 
abbreviations/symbols 
are used appropriately 

 Indentation is used 
consistently to show the 
relationship between 
ideas 

 Many bullets are used to 
create lists to organize 
noted 

 Effective use of 
paraphrasing is evident 

 Most main ideas, key 
words, and phrases are 
recorded 

 Some space is provided 
between main ideas 

 Many abbreviations/ 
symbols are used 
appropriately 

 Some indentation is 
used to show the 
relationship between 
ideas 

 Some bullets are used to 
create lists to organize 
noted 

 Some use of 
paraphrasing is evident 

 Some main ideas, key 
words, and phrases are 
recorded 

 Inadequate space is 
provided between main 
ideas 

 Some abbreviations/ 
symbols are used  

 Limited indentation is 
used to show the 
relationship between 
ideas 

 Few bullets are used to 
create lists to organize 
noted 

 Limited paraphrasing is 
used 

 Few main ideas, key 
words, and phrases are 
recorded 

 There is no space 
between ideas 

 Few or no 
abbreviations/ symbols 
are used  

 No indentation is used 
to show the relationship 
between ideas 

 No bullets are used –
complete sentences are 
recorded 

Paraphrasing is not used – 
notes are copied word for 
word 

Step 3: 
Revise 
notes 

* 
Step 5: 

Exchange 
Ideas 

 All notes are numbered 
to indicate a new 
concept, main idea, or 
topic 

 All vocabulary/key terms 
are circled 

 All main ideas are 
underlined or highlighted 

 All missing/paraphrased 
information is added in a 
different color 

 All unimportant 
information is deleted by 
drawing a line through it 

 Some notes are 
numbered to indicate a 
new concept, main idea, 
or topic 

 Some vocabulary/key 
terms are circled 

 Some main ideas are 
underlined or 
highlighted 

 Some 
missing/paraphrased 
information is added in 
a different color 

 Most unimportant 
information is deleted 
by drawing a line 
through 

 Few notes are 
numbered to indicate a 
new concept, main idea, 
or topic 

 Few vocabulary/key 
terms are circled 

 Few main ideas are 
underlined or 
highlighted 

 Limited 
missing/paraphrased 
information is added in 
a different color 

 Some unimportant 
information is deleted 
by drawing a line 
through 

 No notes are numbered 
to indicate a new 
concept, main idea, or 
topic 

 No vocabulary/key 
terms are circled 

 No main ideas are 
underlined or 
highlighted 

 No 
missing/paraphrased 
information is added in 
a different color 

 No unimportant 
information is deleted 
by drawing a line 
through 

*Step 4: 
Note Key 

Idea 

 All questions on left are 
developed to reflect main 
ideas in notes 

 Most questions are 
higher level Blooms 

 Most questions on left 
are developed to reflect 
main ideas in notes 

 Some questions are 
higher level Blooms 

 Some questions on left 
are developed to reflect 
main ideas in notes 

 Few questions are 
higher level Blooms 

 Few/no  questions on 
left are developed to 
reflect main ideas in 
notes 

 No questions are higher 
level Blooms 

Step 6: 
Link 

Learning 

 Synthesized summary 
reflects the 
questions/notes 

 Summary addresses all 
aspects of the essential 
question based on the 
standard/objective of the 
lesson 

 Summary reflects most 
questions/notes 

 Summary addresses 
most aspects of the 
essential question 
based on the 
standard/objective of 
the lesson 

 Summary reflects some 
questions/notes 

 Summary addresses 
some aspects of the 
essential question 
based on the 
standard/objective of 
the lesson 

 Summary does not 
reflect the 
questions/notes 

 Summary does not 
address the essential 
question based on the 
standard/objective of 
the lesson 

Step 7: 
Learning 

Tool 

 Detailed information to 
be used on test, essay, 
project, etc. is clearly 
noted/identified with an 
asterisk 

 Information to be used 
on test, essay, project, 
etc. is noted/identified  

 Some information to be 
used on test, essay, 
project, etc. is 
noted/identified 

 No information to be 
used on test, essay, 
project, etc. is 
noted/identified 


