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Check List:
() Introduce yourself to the lecturer prior to lecture. Tell them that you will be
the note taker, and that you will need to make copies of their own notes, 1f
any.

()  Obtain all presentation materials from lecturer (i.e. Power Point files, etc).
This can be done either before the lecture is to begin or after the lecture;
please make arrangements with the lecturer as to when you can do this.

() Take down all notes from media provided (blackboard, overhead, etc.)
()  Gather all other lecture materials (i.e. Handouts, etc.)

()  Scan all materials on PDF scanner in 2™ floor lab (assistance can be
provided by Computing Staff) — Scan this sheet first, then materials. In the
subject heading, enter the name of the speaker and date of their talk.

Please do NOT use pencil or colored pens other than black when taking notes as the
scanner has a difficult time scanning pencil and other colors.

Please fill in the following after the lecture is done:

1. List 6-12 lecture keywords: C/’(( (¢ \cauvcuw,« uuy(,j (i (c’cQ
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2. Please summarize4 the lecture in 5 or less sentences.
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Once the materials on check list above are gathered, please scan ALL materials and send to the
Computing Department. Return this form to Larry Patague, Head of Computing (rm 214)
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