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Smart Note-taking

Name: ___________________________ Date: ______________

Understand the idea
Write the key information, not every word. Use clear headings and leave space for extra details. Keep important
names, numbers and actions accurate. Review your notes later.

The club meets on Friday at 3 p.m. -> Club: Fri, 3 p.m.

Bring a notebook and a blue pen. -> Bring: notebook + blue pen.

Review the notes today and add one example. -> Today: review notes; add 1 example.

A. Choose the useful note

1. Bring a notebook and a blue pen. Best note: (a) Bring: notebook + blue pen (b) Bring: red bag (c) Do not
bring a pen.

2. Which helps organise notes? (a) no spaces (b) headings (c) unrelated sentences.

3. Which detail must stay accurate? (a) a meeting time (b) the length of every sentence (c) every repeated
word.

B. Fill the gaps

Use each once: Review | key | space
4. Write only the __________ points.

5. Leave __________ for extra details.

6. __________ your notes on the same day.
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Smart Note-taking

Continue with questions 7-10. Use complete sentences when asked.

C. Make and use notes

7. Shorten without losing details: The English club meets on Friday at 3 p.m. in Room 2.

8. Turn this note into a full sentence: Bring: notebook + blue pen.

9. A message says submit on Monday, but your note says Tuesday. Correct your note.

10. Write a clear heading for notes about travel to school.

More practice? 3 / 6 / 10 worksheet sets + separate answers - charges apply.

WhatsApp: 3 sets + answers WhatsApp: 6 sets + answers WhatsApp: 10 sets + answers

Ask EWS Academy on WhatsApp: +94 703 101 101. Confirm topics, availability, fee and delivery before payment.
Direct practice page: englishwithasmile.lk/youtube-practice/smart-note-taking.html
Would you like to join an EWS class? Ask us for class details.

Original EWS English practice for a matching short learning card; not an official examination paper.
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