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Rules
1. Include the title and the 5. Remember that each
date. | paragraph has a key idea.
2. List main ideas, topics, and 6. Use words and phrases.
key words on the left. 7. Use abbreviations when
3. List information and they are appropriate.
subtopics on the right. 8. Make notes neat and
4. Indent subtopics and leave complete.
plenty of empty space.
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