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reduce • recite • review

•	 You complete this column 
after the lecture.

•	 Here you write only 
important cue words and 
questions.

•	 Later, this column becomes 
your study or revision notes. 
You can use it by covering 
the right-hand column and 
using the cue words and 
questions here to remember 
the contents on the right.

record

•	 You complete this column first. It contains the 
notes you take during the lecture (or while reading).

•	 You should underline headings and indent/bullet 
main ideas.

•	 After the lecture, you need to identify the key 
points and write them in the Review column as 
questions or cue words.

Summary

reflect • recite • review

•	 You use this space to summarize the main points.


