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Anoxina T.0O. HaBuampHO-MeTOIMYHUN KOMITIEKC “OCHOBH MEPEKIATANBKOTO
ckoponucy”’ (71 CTyIeHTIB 5 Kypcy crieniansHocTi “Ilepexman’™). — K. : Bua-Bo
HITY im. M. I1. JIparomanoBa, 2012. — 64 c.

HaBuansHo-MeToquuamMii KoMmIjieke “OCHOBH MeEpeKIalallbKoro CKOPOMHCY’ MPU3HAYEHO s
CTyIeHTIB 5 Kypcy crnenianbHocTi “Tlepexnan”. “OCHOBH MepeKIagalbKOTO CKOPOIHCY €
KypCOM, TOKIIM KAHUM O3HAHOMHUTH CTYACHTIB 3 HAallBOXKJIMBIIIMMU MOHATTSIMHU, TPOOIEMATUKOIO,
TEepMiHOJIOTIEI0 Tepekntafganbpkoro ckopornucy. HMK  MIiCTUTh NOSCHIOBAJIBHY 3aIlUCKY,
TeMaTUYH1 TJIaHW JIEKIIMHUX 1 CEeMIHApChbKUX 3aHATh, MaTepianu (TEKCTH 1 BUpaBH) IS
MPaKTUYHUX 3aHATh, CAMOCTIAHOT 1 IHAUBINYalbHOT pOOOTH, MUTAHHS HA 3aJIK 1 ICIIUT, CIIUCOK
PEKOMEHIOBAHO1 JITepaTypHu.



IHOACHIOBAJIBHA 3AIIMCKA

HaBuanpbHO-MeTOAMUHMI KOMIUIEKC 13 JUCHUIUIHM «OCHOBHM IEpeKIagabKoro
CKOpPOTIMCY» OpIEHTOBAaHO Ha CyYacHI BUMOTH CYCHUIbCTBA B 3a0€3IMEYeHHl MOTO
BUCOKOKBANI(PIKOBAaHUMHU  CIeliajgicTaMu Ta Ha (OpPMYyBaHHS IHTEJEKTYalbHOTO 1
KyJIbTYPHOTO TIOTEHITIATy SK HaWBHINOI MIHHOCTI Harlii. [Iporpama HaBYaIbHOI JUCITUTUTIHH
«OCHOBY TEPEKIAIAILKOT0 CKOPOTIUCY» OpIEHTOBaHA Ha CY4YacHI BUMOTH CYCIIUTLCTBA B
3a0€3Me4YeHHI H0TO BUCOKOKBATI(PIKOBAHUMU CHEIIATICTAMH.

Cucrema mnepekIafalbKoro CKOPOMHCY CIyTye AOTMOMDKHMM 3acoO0O0M aKTHBI3allil
JFOJICHKOI TMaM’AT1 3 METOI0 BIITBOPEHHS 3HAYHOTO 3a OOCSIrOM TEKCTOBOI'O MAacHBY TMpH
NoCJIoBHOMY mepeknanl. llepexnamanbkuii CKOPOTIUMC BUTIAHO BIIPIBHSAETHCS BII IHIIUX
CHUCTEM THUM, IO IPYHTYETHCS HA 3alKCl JyMOK, a He ciiB. KpiM Toro, 1110 CKkopoueHu 3 armmic
JOTIOMAara€e BITHOBHUTU TpW Tepekiaai iHdopMallito, BUCJIOBJIECHY 3HA4HO paHilie, cam
MPOIIEC 3aMUCY CTUMYJIIOE IHTENEKTY aJIbHY aKTUBHICTh CTY/ICHTIB.

Meroro BuknagaHHs Kypcy «OCHOBH MEpEKIalallbKOro CKOPOIHUCY» € HaBUUTU
CTYJIEHTIB 3A1MCHIOBAaTH CKOPOYEHUU 3alUC YCKIAJHEHUX PEUYEHb Ta TEKCTIB 3 METOI0
MOJANBIIOr0 HOTO 3acTOCYBaHHSA TIPH YCHOMY TIOCHIIOBHOMY Tepekmani lLleir Kypce
NOKJIMKAHUM O3HAMOMUTH CTYACHTIB 3 HAMBOXIUBIIMMH MOHSTTAMH, MPOOJIEMATHKOIO,
TEPMIHOJIOTIEI0 TepeKnafalbkoro ckopormucy. Kypc mae Ha MeTi NMpOJEMOHCTPYBATH
OCHOBHI BH/IH 1 TUITH NIEPEKIANY Ta C(hepu 1X BUKOPHUCTAHHS.
3aBaaHHs KypCy MOJISATaIOTh y TOMY, I100:

® O3HAMOMUTU CTYJEHTIB 13 OCHOBHHUMH NPHUHLUNAMH 3IICHEHHS CKOPOYEHOIO
3aIHCy JEKCEM 1 CHHTaKCEM;

® JaTh CTyJAEHTaM 3MOTY PO3BHHYTH Ta 3aKPIMUTH HABUYKHU MEPEKIaTaIbKOTO
CKOpOIIUCY;

® BCTAaHOBUTU OCOOJIMBOCTI MPOIIECY CTBOPEHHSI CKOPOUEHOTO 3alKcy TEKCTIB
CYCHUILHO-TIOJIITUYHOI JICKCUKHU;

® aKTMBI3YBATH POOOTY CTYAEHTIB HIOJI0 YAOCKOHAJIECHHS CKOPOYEHOI CHCTEMH
3aIKCIB MPHU TIEPEKIIaIL.

BuBuennss HaBuampHOT JUCIUILIHA «OCHOBH  TEPEKIAIAIBKOTO  CKOPOIIHCY»
0a3yeThCsl HA TMPUHIIMIIAX KPEIUTHO-MOJYJIBHOI CUCTEMHU, SIKa CHPHSE€ CUCTEMATUYHIN 1
JUHAMIYHIA POOOTI CTYIEHTIB HaJ 3aCBOEHHSIM HAaBYAJIBLHOIO Marepialy 3 O3HAaY€HOI
TUCLUILUIIHU, 3 BUKOPHCTAaHHSIM MOJYJbHOI TEXHOJIOTHi HABYaHHA Ta PEHTHHIOBOTO
OI[IHIOBaHHSI SIKOCTI 3aCBOEHHS HABUAJIbHOTO MaTepiay.

3a nHaByabHuM TuiaHoM crieianbHOCTI 8.02030304 «Ilepeknam» BUBUEHHS KypCy
«OcHOBH MepeKIafanbKoro ckoponucy» nependadeHo npotrsrom [IX-X cemectpy. Ha
BHBYEHHS KypCy nepeadadeHo — 54 ToauHu, 3 SKUX ceMiHapchkuX — 10 roauH, TeKIIHNX —
10 roawH; HaMBiTyalbHa poboTa — 4 roaumHU Ta camocTiiHa pooora — 30 roauH.
HaBuanpHuii Matepian ckinagaerbest 3 1-ro Moayms. Y TeMaTMYHOMY IUIaH1 MPEICTAaBIICHO
pO3MOJUT TOJAMH 3a BHJAMHM HABYAIbHMX 3aHATh Ta CAMOCTIMHOI POOOTH CTYIIEHTIB.
3arampHAA 00CAT MHUCIMIUTIHA CKiIafgae | KpeawT, mo 00’ €THYIOTh yC1 BHAW HABYAIBHOL
TIIIPHOCTI  CTYAEHTA: ayAUTOPHI 3aHATTS, CaMOCTiiHA po0oTa, KOHTPOJBHI 3aX01u
(MOJlyJIbHUI KOHTPOJIb, ICTIUT).



CamocrTiitHa po0OOTa CTYIEHTIB Ma€ Bl CKIAJOBI: CAMOCTIMHA MiATOTOBKA 0
ayJUTOPHHX 3aHATH Ta MATOTOBKA JI0 MOIYJILHOTO KOHTPOJIIO.



NMoHATTA nepeknagaubkol CKoponucy

[NepexnaganbKuii CKOPOTIMC B KOHTEKCTI Cy4acHO! MepeKIafabkoi MpaKTUKU MOKHA
BU3HAYHUTU SIK CHUCTEMY JOMOMDKHHX 3alHCIB, K1 BUKOPUCTOBYE TEpeKiazad B TPOIIECi
BUKOHAHHS PI3HUX BUJIIB MIEPEKIIAAY, B TIEPIIY UYEpry — YCHOTO TIOCIOBHOrO TIepeKiany. Y
HAyKOBIM JIITepaTypl Taka CHCTeMa IMEpeKIaalbKOTO 3alucy TMO3HAYAEThCS PIBHUMH
TepMIHaMU: «nepekaadayvka ckoponucy (P.K. Minbsap-benopyues), «yuisepcanvua
nepexnaoayvka ckoponuc» (AL Uyxkakin), «llepexnadayvka nomayis» (1.C. Anekceena)
abo «nepexnadayvra cemanmemepaghian(€.B. AnikiHa), «cemanmoepagis bnica» ( Y. bic).

Ha3pani TepMiHM 4YacTO BHUKOPUCTOBYIOTHCS SIK CHHOHIMH, OJIHAK 3a CBOEIO
BHYTPILIHBOIO (POpPMOIO TepMiHU Pi3HL. A came, TepMiH «CKoponuc» BUCYBa€ Ha NEPIIUI
TUTaH BUCOKHH TeMN 3AIMCHEHHs mpoliecy ikcarii iHpopmarlii; TEpMIH «yHIBEpCaTbH)
MIIKPECIIOE CUCTEMHHI, HAAIHAUBINYAIbHUX XapakTep OCHOBHUX MPUHIMIIB, SKUMHU
KePYEThCA TMepeKianay Mpu BeaeHHI 3amucy. TepMmiH «Cemanmoepaghis» TIIKPECTIOE
opieHTall0 npouecy ¢ikcanii iH(opMaumii nepekiazadyeM He Ha MOBHY (opmy
MOBITOMJICHHS, @ HA CEMaHTHUYHY, 3MICTOBHY CTOPOHY. TepMIH «nepexnadaybka HOmayisiy»,
0 BHKOPHCTOBYIOTBCS, 30KpemMa, [.C. AnekceeBoi, — (axiBiem, IO CIEIIaTi3y€eThCs
NEPEeKJIaZIoM TEPEeBAXHO Ha Marepiaji HIMEIbKOi Ta POCIMCHKOI MOB, — SIBJIsSIE COOOO
CHUHOHIM TE€pMiHA «CKOPOIIKC)», 3al03WYEHOr0 B 1 HIMEIBKOI Teopii Mepekyiaay, Mop.:HIM.
Notizentechnik.

KopoTka icTopis nepeknagaubKoi CKOponucy

Ak ocobmmBa cucteMa MBUAKICHOT (ikcamii iHopmamii mpum  Tepekiami
nepeKiiaialbka CKOPOIKUC Ma€ Ha ChOTOIHINIHIN JIeHb Mailke BIKOBYIO ICTOPIIO, SIKa JOCUTh
J€TabHO BUKJIAJICHA B JIHIBICTUUHIN JiTeparypi B podoTax [.C. AnekceeBoi, E.B. AmkuHoi,
A.Il. YyxkakiHa Ta IHIIUX JIHTBICTIB Ta HAYKOBIB. SIK BiM3HA4YarOTh JOCIITHUKH, Ha
noyarky 20-TO CTOJITTS BUKOPHUCTaHHS a00 HE BHUKOPUCTAHHS 3alKMCU TMpU TepeKiai
BBXAJIOCSI OCOOUCTOIO CIIPABOIO KOXKHOT'O TIEpeKIIaiaya.

Sx nmpodeciitnuii npuiioMm ¢ikcauii HGoOpMalli Hmpu 3AIMCHEHHI YCHOTO IepeKiIasy
ckoporuc 3’sBisieTbess B 30-X pokax 20-ro crtomrra mig 4yac pobortu Jlirm Hamiii. Ha
3acimanusax Jlirm Hamiii mepenbavanmucs BHCTYmM Ha JBOX MOBax: (DpaHIy3bKOIO Ta
aHTJIICHKOIO, TIEPEKIIa] HE TMepepuBaB BUCTYI, a 3/IMCHIOBABCS BiApady Iicisi HOro
3aKkiH4eHHs. B pe3ynbTari Takoi opraHiailii 3aciiaHb MIIBUIIMIUCS BUMOTH JI0 TOYHOCTI
nepexnany. Y 1941 poui npu JKeHeBCbKOMY YHIBEpCHUTETI CTBOPIOETHCS MpodeciifHa ImKoa
NepeKyiaadiB, TNPEICTABHUKAMH SKOi pPO3pPOOJSIOTBCS OCHOBHI TIpaBHJa BEIACHHS
nepeKIalalbkoro  ckopornucy.  HaiOutbmr  BimoMa  pociiickka  Bepcii  CHCTEMH
nepekiagabkoro ckopomnucy Oyna 3anpornonoBana P.K. Minesp-benopydesum B 1969 porii.
Sk mokaszye MOCHITIOBHE BUBYCHHS 1 MOPIBHAHHS IIUX Ta JCSIKUX IHIIMX CHCTEM BEICHHS
NepeKIIaallbKOT0 CKOPOMHUCY, KOXKHA HACTYIHA CHCTEMa IPyHTyBajJacs Ha TPOBITHUX
NpUHIMIAX TOTEPEAHbOI Ta MPOMOHYBaja HOBI criocoOu Ta cTparerii ¢ikcanii iHpopmanii,
3aCHOBaHI Ha HOBUX HAyKOBHUX JOCSTHEHHSX B raily3i JIIHTBICTUKH, MCHXOJIOTii Ta Teopii
iHpopMmartii.



MNMepeknagaubKum CKOpPoONUCc B CUCTEMI NiArOTOBKKU Nepeknagayda

Jlng yoro notpideH nepexnaganbKuii CKOpOl'II/IC? I[lepi 3a Bce, mUCbMOBE (PIKCYBaHHS
1H(1)opMaun 3HIDKYE HABAHTKCHHS Ha nam’siTb Ta 3MEHIIIye CTpec, BUKJIMKAHUN BUCOKUM
NICUXIYHUM Ta IHTEJCKTYAILHOI HAMPYTOI0 B TPOIECi 3MIHCHEHHS YCHOTO ITOCIITOBHOTO
nepeKiamy.

3ano3uyeHi 3HaKd Ta CHMBOJIM JJII BEICHHS TMEPEKIafalbKoi CKOPOMHCY MOXKYTh
3amo3WYyBaTUCS 3 IHIIMX OOJaCTell HAayKd, 3 IHIMMX MOB, (POPMYIOYH HOBY CEMIOTHYHY
cUCTeMy, 3po3ymily mis daxiBog-niepekiamada. [lepexknmamanpkuii ckopomuc — 1€ 1
BIITIOBIIb HA TPAJUIIIMHE 3aMUTaHHS CTYJICHTIB: «/[e mpumamu pyku 6 npoyeci 30iliCHeHH s
nepexnady?» BeneHHs nepekinaganbkoro CKOpONKUCy HE T03BOJIUTh XOBATU PYKU B KUIICH],
aKTHBHO >KECTHKYTIOBaTh abo cxpeuryBaTu pyku Ha rpyasx. llepexnmamay, sxuil Bexe
HOTAITI0, BUTJISIAAE OUIBI «TpodeciitHoy 1 BimuyBae ce0e OUThII BIEBHEHO.

HeoOxinHO TakoX 3a3Ha4uTH, L0 MEpeKianay, 1o (IKCye MOBJIEHHS Oparopa B
NUCHbMOBI  (opMi, OOMEXEHUIl BEIEHHAM NEPEKIAAbKOro 3amucy Bl CTOPOHHBOI,
30BHIIIHBOI, B TIEPIITy YEPTY, B3yaIbHOI 1HPOpMAIIii, HE BITHOCUTLCS 10 TIEpEKIamy, 1 oMy
JIeTIIIE CKOHIIGHTPYBATHUCS HA 3MICTI TEKCTY, 3 SIKAM BiH MpaIoe 0e3MocepeHhO B JaHUN
MOMEHT. 3 BHIIECKA3aHOTrO JIOTIYHO BUIUIMBAE, II0 HABYAHHS BEICHHIO MEPEKIIaIallbKOro
CKOpPOTIMCY 3aiiMa€ ChOTOAHI 3HAYYIIE MICIE B CHUCTEMI MNPOQECcifHOI MIITOTOBKU
nepeksagada y BUILIOMY HaBYaIbHOMY 3aKiIal.

OCHOBHOIO TIEPEIYMOBOIO YCHIIIHOTO OBOJIOAIHHS HaBUYKOIO TMEPEKIaJalbKOTO
CKOpOTICY B TMpOILeCi 3AIMCHEHHS NepeKiIaay € po3BHHEHa mam’ ATh. OTXe, HaBUaHHSA
nepeksagabKoi HoTallli MOBUHHI MepeayBaTH BIPAaBU HA MHEMOTEXHIKY, TOOTO Ha PO3BUTOK
mam’ STl 1 OBOJIOJIHHA PI3HAMH CTpaTerisiMM Ta TPUHOMaMH 3araM’ STOBYBaHHS. TaKum
YUHOM, HABUK BEIICHHS TEPEKIIaalbKOT0 CKOPOIHUCY 3aiiMae 3HadyIle MIcIle B CTPYKTYpi
npodeciiiHol KoMIeTeHlii mnepeknagaya. HaBuaHHS mnepeknaganbKoi CKOPONUCY Ma€e
CIIMPATHCS HA PO3BUTOK (DYHKIIil I1aM’sITl T MUCJICHHS.

O6paHHA «MOBU» NepeKknagaubKoro CKoponucy

[Ipn HasIBHOCTI BEIMUYE3HO1 KUTbKOCTI METOJAMYHHUX PO3POOOK 1 HAYKOBUX Ipallb,
MIPUCBSYCHUX TEXHII MTEPEKIaIalbKol CKOPOIIHCY, JI0 IBOTO JHSA CIIBICHYIOTH HapajieiibHO.
ko 3a KpuTepid B3STH MOBY, SKOIO BeIEThCs 3amuc, To, ciainom 3a [.C. AnekceeBoi,
MOYKHA BUAUTUTH HACTYITH1 TPU OCHOBHI TUIIM BEJICHHS MEPEKIIaIaIbKoi CKOPOIHCY:

1. 3anuc, 3aCHOBaHy Ha MOBI OpUTHAITY;
2. 3aruc, 3aCHOBaHy Ha MOBI MEpeKIaay;
3. ¢ikcartito HbopMallii HEMOBHUMHU 3HAKAMHU.

[Ipu opieHTanli HA MOBY OpUTIHATY MOYYTUN TEKCT 3alUCYETHCS HA TIM KE MOBI,
Ha SKOMY BIH OyB mpeacTaBieHuid oparopoM. IlepeBarm Takoi ikcarlii: MBUAKICTh 1
BIICYTHICTh IHTEJICKTYaJIbHOI HAIIPYTH B MPOIieCi BeAeHHs 3anmucy. OCHOBHI HEMOJIKH IIbOTO
croco0y: MOXJMBa BTpaTa abo crioTBOpeHHs H(opmarlii yepe3 0€3J1d CKOPOUCHb 1 BEJIHKI
BUTPATH Yacy Ha e (pPyBaHHS TEKCTY.



PekomeHpauii no po3TawlyBaHHIO NepeKknagaubKkoro CKoponucy

JlocuTh 3py4HMM Y CYYacHii METOIWIl HABYAHHS TEPEeKIaTy BBaKAETHCSA
CXiI4acTO-iaroHaJIbHE PO3TAIllyBaHHS 3alMCiB HA Mamnepi. 3amMc KOXKHOI CMHUCIIOBOI
CTPYKTYpU BEIEThCS B HANPSMKY 3BEpXYy BHU3 3JliBa HampaBo. SIK MpaBWiio, CIOYaTKy
dikcyeTbcs CeMaHTUYHUN CyO’€KT, HIDKUE MpaBoOpyd — Mif, MiI HUM LIe MpaBilme —
CEeMaHTUYHHH 00’ €KT, I1Ie HIKYE, 3HOBY 31 3CYyBOM BIIPABO, — OOCTAaBHHH.

XT10? (cy0’ €KT)

o podurts? (mist)

[Ho? (cy06’eKT)

Sxum unHOM? (0OCTABUHM)

OpraHisauis BnpaB 3 nepeknagaubkoro ckoponucy

Ha nmincTtaBi BChOro  BMINECKA3aHOTO MOXHA 3pOOUTH  BHUCHOBOK, 11O
NepeKIaIabKUid CKOPOIIMC JOTOMarae MmepeKiagadyeBi 1 MOJIErurye Horo poOoTy TUTBKH B
TOMY BHUIAJIKY, KOJHM BOHa JIOBEIEHA JI0O aBTOMATU3My. B IHIIOMY BHUIAIKy BEICHHS
nepeKyafanbkoi HOTAllll MOKe JIMIE YCKIAJHUTH Tpollec NepeKiIany. [HmmMu cioBamu,
NEepeKIaiallbKuii CKOPOIUC CJIif pO3IJIAAATH HE SIK €IEMEHTApHUN, NPOCTUN JTOTOMDKHUHN
IHCTPYMEHT, 110 BUKOPHUCTOBYETHCS TPH 3AIMCHEHHI YCHOTO TIOCTIOBHOTO MEPEKIaay, a sSIK
0coONMBUN HaBUK, (OPMYBaHHS SKOTO BHMAara€ BII CTYAEHTIB IEBHOI TEOPETUYHOI
MiITOTOBKM Ta TPAKTHYHOI TpeHyBaHHsA. Ha mouyaTkoBOMy eTami Taka ITiATOTOBKA
pean3yeThCS B CUCTEMI BIIPAB.

BrpaBu cropsiMoBaHI Ha TOJOJAHHA TPYJHOINIB, IIOB’S3aHUX 3 BEICHHSIM
MEPEKIIaabKOTO CKOPOIUCY, @ TaKOK Ha (OPMYBAHHA HABHUOK, IO JIEXKaThb B OCHOBI
CKJIQTHOTO TPOIIeCY JEKOAYBaHHS MEpeKIaabKkol 3amucu npu (HOPMYTIOBAHHI TEKCTY
MOBOIO TiepeKiaay. BrpaBu cucteMarn3oBaHi 1 po3TalioBaHi BITIMOBITHO 32 MPUHIIUIIOM «8i0
NPOCMO20 00 CKIAOHO20Y .

KOpOTKMﬁ Oonuc BMpasB 3 NnepeKrnaaaubKoro CKoponucy

BripaBu, cripsiMmoBaHi Ha BUPOOJICHHS HIMBIAyalbHOI CUCTEMH YMOBHHX 3HAaKIiB
TiepeKyIaIanbKol HoTarlii ;

1. [Ipunymaiite CUMBOJM, SIKUMU MOYHA MO3HAUUTH HACTYIHI MPEAMETHI TOHSTTS:
«CTUDY, KKHUTA», KPAriopy», TOTIM — JIJIsl aDCTPAKTHUX: «IACTS, «BIPa», KCYMHD).

2. 3adikcyiTe TeKCT (ra3eTHy CTaTTIO, MyOJIIYHY MPOMOBY 1 T.J.), IPEJACTABICHUN B
MUCHMOBIM  ¢opMi pimHOIO ab0 I1HO3EMHOK MOBOIO, 3HAKaMHU IepeKIIaaanbKoi
CKOpOIIHUCY.

3. 3adikcyiiTe TEKCT, NMpEeACTaBICHUI B yCHIM (opMi Ha P IiNHIN/IHO3EMHIA MOBI,
NEepeKyIaIanbkoi CKOPOMUCOM. TEKCT Moke OyTH TMPOYWUTAaHW BHKIAgadueM ado
BIATBOPEHUH 3a IOTIOMOT'0F0 HOCIiB 3 pajio- pecypciB abo 3 MepeXi IHTEPHET.
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4, 3icTaBTe TepeKIaanbKUi 3amuc OJHOTO 1 TOTO X TEKCTy Ha PIIHIN/1HO3eMHIN
MOBI B poOOYMX Tpymax, NpoaHaIByWTe pBHI BapiaHTH (Qikcamii iHpopmarlii,
OOroBOpITh iX MepeBaru 1 HEAOMIKU, YSBITh JJISl CTYAEHTIB IHIIMX POOOYUX TPyl
HAMOUTBIN BATI «3HAXIIKIY BAIIO1 TPYIIH.

OCHOBHI NpakTUYHi BNpaBu nepeknagaubKoro ckoponucy

3adikcyiiTe Tra3eTHy CTaTTI0O 3a JOMOMOTOK0 TMEPEeKIaNaibKoi CKOPOIHUCY.
3adikcyiiTe TEKCT pPITHOIO/IHO3EMHOI0O MOBOIO 3HAaKaMH CKOpPOMHCY, OOMIHSHATECS
TUCTaMU/OJIOKHOTaMU, CIPOOYHTE BITHOBUTH TEKCT 3 ONOPOID Ha UYXKY MEpEKIafaibKy
HOTamiro. Brpasa BUKOHYETBCS OJMH Pa3 HA NMOYATKY HABYAHHS NEPEKIAAlbKOI CKOPOITHCY
Ta JOTIOMAara€e yCBITOMUTH, III0 MEpeKIaJanbka HOTaIls — 1€ CYTO IHAMBIIyaTbHI «BY3JIUKH
Ha TIaM’ STh», SKi HE MOXYTh 1 HE NMOBHMHHI OyTH MpPaBWIBHO PO3MKM(POBaHi IHIIOO
JFOIMHOIO.

BUKOpMUCTOBYEMO NMPOCTI CKOPOYEHHHA

~—. | moiXaTH, MOJIETITH, BUIMPABUTH, 3AIMCHUTH
T'POIIIOBHI TepeKas, BiIIaTH, TOCIaTh

MIpUixaTH, Oiep>KaTH, IPUNHATH, 3ATyIUTH,
HAOJIM3UTHUCS, UTU Ha3a/

=7 HOJIil'IIHI/ITH, HiI[BI/IH_[I/ITI/I, HapolryBaTH, IIOCUIFOBATH, PO3BHUBATUCH

" | BMEHIIMTHUCS, 3HUBUTHUCS, TIOTIPIITUTHCS,

e
CKOPOTHTHCSI, BTpAuaTH, CIIaIaTh, OITyCKATUCS
— ~/T | mOCTYNOBO 30UTbIITYBaTHC S, IOBUIBHO POCTH, HTH
r Bropy
j._-__J | MOCTYTOBO 3MEHIITYBATHCS, TIOBUILHO CITaJaTh
.

7™ | 31eTiTH, P13KO MTHATHCS, ICTOTHO
30UILIIHATHCS

~,, | BIIACTH, PI3KO 3HU3UTHCSI, HECTIOAIBAHO 3MEHIIUTH

> ==| CTHKAaTHC$, HAOIMKATHCS, BCTYIaTH
B KOH(POHTAILIIO
__—| BIUIUBaTH

KOHTPOJIFOBATH, 3A1MCHIOBATH HAIJISL, IEPEBIPATU

\| - |uuHuTH THCK

. _—/ | nepemararu

~.__—" | IporpaBaTu

— = BICTABaTH

T O6FaH$ITI/I, BUIICPCAXKATH




3aMIHUTH, OOMIHATHCS YUMOCH

MOBEPHYTUCS, BiIpearyBaTu

3apa3, ChOTO/IHI, B JAHU MOMEHT

IJIaHETa, CBIT, y CBITOBOMY MacmTabi
(3eMHa KyJIs 3 BICCIO)

KpaiHa, MICTO, (hefepanbHa 3emiis, peciyOJIika,
JiepKaBa, MaTepuK, cenuine (Oyab-sKa
TEPUTOPIs, TUIOIIA)

OKpYyT, (henepanbHa 3emiIsl, palioH, 00J1acTh
(yacTuHA TEpUTOPII)

1. IHTEpHAITIOHATILHUMA, MDKHAPOTHUN
(TOOTO OXOTUTIOE KUTbKA TEPUTOPIN)
2. TIomTa

EKCIOPT, BUBE3EHHS 3 KPAiHU, BUXI/ HA 30BHIIIHIMI
PHUHOK

IMIIOPT, BBE3E€HHS, 3aKYIIBJIS

CHCPI'CTHUKA, CIICKTPHKA, GJ'IGKTpOCTaHHiH,
CIICKTPOIIOCTa4YaHHA, CTPEC

poboToaaserip (Big aHIIHCHEKOTO WOrK — mpariroBarth)

BHUKOHAaBCIIb

NEPEroBOPH, 3yCTPIU (KPYTIIHiA CTLT)

oL 1iiH1 IEpPETOBOPH, 3yCTPId HA BUIIOMY
pIBHI (CTLUI 1 Ipariop Ha HHOMY)

MO3MKa, 3aTy4CHHS Kamirany (MIIoK
3 TPOLIMMA)

BUILIATH OOPTIB, CIIaTa MOAATKIB

Hanpy>kKeHui yac, 1ediuT, piHaHCOBHI
KpHu3a

anbsiHC, Qy31s, 00'€IHaHHS TIIIPUEMCTB,
CIBPOOITHUIITBO, YKJIQIaHHS JOTOBOPY (1Ba
KUTBIIS SIK CHMBOJI TUTFOOHOTO COI03Y)




—0

TJ1aBa Jiep>KaBH, MPE3UICHT, Mep, HAYAIbHHK,
TOJIOBJIIKAp, KEPIBHUK, JCITyTaT, Ied,
BUYUTENb, 3aBilyBay, HACTABHUK, HAYKOBHIA
KEpIBHUK, EKCKYPCOBOJ, JUPUTEHT 1 T.1I.
(romoBa, TOOTO TJ1aBa, KEPIBHUK SKO1
oprasizartii)

Harnsinora Pana, unenu anminictpartii, [lenarorianuit Paga 1 1.1.

(«BepxiBkay», 0 CKIATAETHCS 3 AEKUILKOX YOJIOBIK)

BiliHa, CBapKa, Cyrepevka, KOHQIIKT, po30DKHOCTI
(cxpertrieHi mmarm)

3aKOH, IOKYMCHT, YKIIAACHHA, HOpMaTI/IBHI/Iﬁ aKT

CUTbCHhKE TOCTIOIAPCTBO

aBlallis, JITaK

pob6oTa (MoJI0T)

YOJIOBIK

KIHKA

JTATHHA

3aXMCT HABKOJIMIIIHBOTO CEepeoBUIIA (KBITKA Mi KOBIAKOM)

XIMIYHA IPOMHUCIIOBICTH (KOJ0)

JOCJIIKEHHS, HAYKOMICTKI TEXHOJIOTIi (JTyma)

TEpPOpH3M, 3arpo3a (JFONHA 3 TTOSICOM)

»KepTBa (1110 JISKUTh YOJIOBIK)

— (D
1 Tpayp (XpecT)
~ |=— | BoxHmit pancriopT, Y0BeH, Kopabers
S -
TN paHOK (COHIIE, IO CXOUTh)

JIeHb (COHIIE B 3CHITI)

Be4ip (MPOMIHb COHIISI 32 TOPU30HTOM )
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dhopma . iHauBI- BCHOI0
N KYpC | ceMecTp | JieKuil | ceMiHapu — CPC -
IX 6 5 3 25 39
JICHHA I
X 2 5 6 2 15

HMK «OcHOBU TepeKIafaibKoro CKOPOIHUCY» MICTUTh TEMATHYHI TUTAHU JICKIIITHUX
3aHSTh, IJIAHM CEMIHAPCHKUX 3aHATh 3 IMUTAHHAMH, MaTepiaii (TEKCTH 1 BIOpaBHU) s
MPAaKTUYHUX 3aHSITh, 3aBJaHHS JJI1 CaMOCTIMHOI 1 IHAWBIAYalbHOI pOOOTH, MUTAHHS Ha
ICTINT, CIIUCOK PEKOMEHOBAHOI JITepaTypH, CIHMCOK €ICKTPOHHUX OH-JIAWH pPEeCcypCiB s
TIepeKyIa1aviB.

Kypc «OcHOBHM mepeknafalbKkoro CKOPONUCY» BHUKIAIAETHCA YKPAiHCBKOIO MOBOIO.
Ha cemiHapax cTymeHTIB 3a0XOUYyIOTh PO3MOBJISTH TaKOX Ha AHTJIHCHKIA MOBI, 4OMY
CIIPWSIIOTh TIPAKTUYHI 3aBIaHHS [JII CEMIHAPCHhKUX 3aHATh. HaBdanpHO-MeTOAMYHA KapTa
JTUCIHTLIIHT TPEICTABIISIE CTPYKTYPY HaBYAJILHOTO KYpCy 3a 3MICTOM Ta BUJaMU HaBYAIbHOI
JNIUIBHOCTI B TIOEIHAHHA 3 TpadikoM HABYAILHOTO MPOIIECY, KAJICHIAPHOTO 3a TepMIHAMU
BUBUCHHS Ta CKJIaJJaHHs OKPEMUX MOIYJIIB.

PeiiTHroBa cucteMa OIIHIOBAHHS JI03BOJISIE BPAaXOBYBATH, SK MOTOYHY MIATOTOBKY
CTYICHTIB JO ayJWTOPHUX 3aHATh, TaK 1 BU3HAYaTH pPIBEHb 3aCBOEHHS HABYAIHHOTO
Mmatepiay okpemoro moxayis. IlincymkoBa (3alikoBa) OIIHKA BHU3HAYAEThCA 3a
PEUTHHTOBUMU TIOKa3HUKAMHU.

BHacninox BHBYEHHSI KypCy CTYACHTH MOBHHHI OBOJIOJITU HACTYMHUMH 3HAHHSIMU
BMIHHSMH Ta HABUYIKAMMU:

PO3BUHYTH HABUYKH aHATITHYHOT'O YUTAHHS;
YIOCKOHAJIMTH BMIHHS 3/IIICHIOBAaTA CMUCJIOBHIA aHAI3 PEUCHHS;
PO3BHHYTH HABHUKH CKOPOYCHOT'O JIITEPHOTO 3aMKCY JICKCUKH;
3aKpIUTH HABUKU PO3MINICHHS CKOPONMCHOI 1H(popMalii y BEpTUKAILHOMY
BHTJISIII, IO 3a0e3ledye EKOHOMHICTh 1 HAOYHICTh, a TaKOX BigoOpaxkae
CHHTaKCHUYHI 3B’ SI3KH, HASBHI y PCUCHHI;

® BUBYMTHU Ta 3aKPIUTH CUCTEMY CUMBOJIIB y3arajJbHEHOTO 3Ha4EHHS.

CamocrtiiiHa poOOTa CTYIEHTIB Ma€ Bl CKJIaJO0BI: CaMOCTIMHA MiArOTOBKAa 0
ayJUTOPHHUX 3aHATHh Ta MATOTOBKA O MOJYJIBHOTO KOHTpoJt0. Dopma KOHTPOIIO MOIYIIS
3AIACHIOETBCS Yy BUTIIAI IHAWBIAyalbHUX 3aBlIaHb, BUKOHAHHS SKHUX TEpen0adacTeCs y
ITUCHMOBOMY BHIJISI/II 3 HACTYITHUM 3aXHCTOM.

PeiiTnHroBa crcTemMa OIIHIOBAHHS JI03BOJIIE BPAaXOBYBAaTH SK MOTOYHY MIATOTOBKY
CTYJICHTIB 10 ayAUTOPHHUX 3aHATh, TaK 1 BH3HA4YaTH PIBEHb 3aCBOEHHS HABYAIBHOIO
Marepiairy okpemoro Moayis. [limcymkoBa (3amkoBa, ek3aMeHalliiiHa) OIIHKA BU3HAYAETHCS
3a pedTuHroBuMHu Tmoka3HHKaMH. Kypc «OcHOBH mMepekiiaialbKoro CKOPOIUCY» Mae
JIOTIOMOTTH CTYJEHTY-TIepeKiiafiady 3O0pIEHTYBATUCS Y BEIMKIA KUIBKOCTI TEOPETUYHUX
pO3pO0OK, JOCHIIKEHh 3 TEopii MepeKiaay, B SKIH e JOCHTh 0araro HEBUPIIICHHX
po0JieM, CIPHUX CYIKEHb, Cy0’ €KTUBHUX OINIHOK, HEIOMOBIIEHOCTEH 1 TMPOTHPIY, apkKe
mpollec Mepekiaay € HaJA3BUYAMHO CKJIAJHMM acIeKT JIFOJCHKOI JLIIBHOCTI, 10 BUMAarae
KOMIUIEKCHOT'O 1 MDKJIACLMILIIHAPHOTO X0y 10 HOTO BHUBYCHHS.
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TEMATHUYHUM IUIAH

~ | 2 2
He=| > =}
S | §= 529 |5
. Ha3Bu TeopeTHYHHX 5 = T R OE| A 2
N w/m 0JIOKIB é S 8 2 o 2
D o
o 2| =
KinbkicTh ronun
Cemectp I Moayan 1
The Interpreter’s Shorthand
1 | and Note Taking (NT) skills 212ty
9 Methods of Note Taking System: 9 9 1 5 10
Dewveloping Skills for Speedy Note Taking
Principles of Vertical/Horizontal Note
3 Taking 2 2 1 5 10
Cemectp II Moay.s 2
4 System of Special Symbols in NT 2 2 1 5 10
5 Semantography of Bliss (Blissymbolics) 2 2 10 | 14
Bceboro 10 | 10 4 30 | 54

PO3PAXYHOK PEUTUHI OBUX BAJIIB

Buo dianvnocmi Kinokicme | Koegpiuienm | Pazom
200UH sapmocmi
Jlexri 8 4 32
CeMiHapChKi 3aHATTSA 10 ) 50
[nnuBinyanpHa poboTa 9 0.5 4,5
CamocrTiiina po6oTa 27 0.5 13.5
Beboro Ha 1 Moaysb 100
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Semester | Module 1

The Grounds of Interpreter’s Note Taking

Outline
Lecture No. 1. The Interpreter’s Shorthand and Note Taking Skills

1. Note Taking as the Interpreting Mode in Consecutive Interpretation.
2. The Strategy of Note-Taking in Consecutive Interpretation.

3. Note Taking Methods: Charting Method, Outline Method, Sentence
Method.

Lecture No. 2. Methods of Note Taking System: Developing Skills for
Speedy Note Taking

1. Semantic Interpretation: Noting the Idea and not the Word
2. Overcoming Redundancy: Shortening and Abbreviation.
3. Ways of Adding Emphasis: Symbols

Lecture No. 3. Principles of Vertical/Horizontal Note Taking

1. Plan your Page Layout: Verticality /Horizontality
2. Subject/Predicate/ Attribulive Clause Zones
3. Notetaking Columns & Cornell Method Variations

Semester 11 Module 1

Lecture No. 4. System of Special Symbols
1. Semantography of Bliss
2. Developing Speedy Noting Skills
3. Symbols

Lecture No. 5. NT and Blissymbolics
1. Note taking skills
2. Developing the personal notation
3. Blisssymbols and other ways to make NT

13



IHJTAHU CEMIHAPCBKUX 3AHATH
SEMINAR No. 1. Methods of Note Taking

1. Cornell Method.
2. Outline Method.
3. Sentence Method.
4. Mapping Method.
5. Charting Method.

Ask yourself:

1) Can | use complete sentences in Cornell method or key/cue words?

2) Can | outline the main ideas and thoughts? Are my notes clear or confusing in the
Outlining Method?

3) Do I capture main points and all subpoints for the Charting Method?

4) Do | streamline using abbreviations and shortcuts?

5) What is Mind Mapping?

The Important Reasons to Take Notes:

1. Notes trigger memories in Consecutive Interpretation (Cl);
2. Your notes are the source of valuable clues for the most important information;

3. Taking notes helps you to concentrate for further CI Process.

Ways to Reduce and Streamline Notes:

1. Eliminate small connecting words such as: is, are, was, were, a, an, the, would,
this, of.
2. Eliminate pronouns such as: they, these, his, that, them. However, be careful NOT
to eliminate these three words: and, in, on.
3. Use symbols to abbreviate, such as:
+, & for and, plus
= for equals
- for minus
# for number
x for times
> for greater than, more, larger
< for less than, smaller, fewer than
w/ for with
w/o for without
w/in for within
Further reading: [1], [2], [3], [4];
Individual reading and Seminar Preparation: [19], [20], [21], [22].
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SEMINAR No. 2. Developing Skills for Note Taking

1. Abbreviation of Words: the Rules
2. Shortening: Words are be abbreviated in NT
3. Symbols: Ways to Eliminating Redundancy

Ask yourself:

1) Can | abbreviate words in speedy modes?
2) What is the way of shortening that fits me?
3) Can I invent symbols for NT?

4) What symbols are easy readable?

Abbreviation of words:

The rule of thumb is that unless a word is short (4-5 letters) the interpreter should note it
in an abbreviated form. If we have to note ‘“specialized” it is more meaningful and
reliable to note sp* than to write spec. _
Other examples: Stat. could be read as “statute” or “statistics” whilst St*° and St are
unambiguous. Prod. could be read as “production”, “producer”, “product” or
«productivity” while Pr", Pr, Pr®, Pr"¥ are unambiguous. Com. could be read as
“Commission” or “committee” while C*"and C"® are unambiguous.

Rule: If you have time write a word as completely as possible, however, if a word must
be abbreviated, then write some of the first and last letters rather than trying to write as
many letters as possible from the start onwards.

Guidelines for Note Taking:

1. Concentrate on the lecture or on the reading material.

2. Take notes consistently.

3. Take notes selectively. Do NOT try to write down every word. Remember that the
average lecturer speaks approximately 125-140 words per minute, and the average note
taker writes at a rate of about 25 words per minute.

4. Translate ideas into your own words.

5. Organize notes into some sort of logical form.

6. Be brief. Write down only the major points and important information.

7. Write legibly. Notes are useless if you cannot read them later!

8. Don’t be concerned with spelling and grammar.

Further reading: [5], [6], [7], [8];
Individual reading and Seminar Preparation: [23-26], [27], [28].
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SEMINAR No. 3. Principles of Vertical/Horizontal Note Taking

1. Page Layout: Verticality

2. Page Layout: Horizontality and Sentence Method
3. Subject/Predicate/ Attribulive Clause Zones

4. Notetaking Columns & Cornell Method Variations

Ask yourself:

1) Can I develop skills for vertical noting?
2) Can | use horizontal layout?

3) Why should I use note taking techniques?
4) What is Cornell Columns?

Listening Note taking Strategies:

Record everything, moving to a new line every time something new is covered.
Students should use their own shorthand to save time and space.

Continue to record. If necessary, leave space for information that is missed and go back
later to fill in. Immediately review and edit notes after the lecture so that information may
be organized into main topics, sub-topics and supporting details where applicable.

Many of the strategies for reading note taking also apply to listening note taking.
However, unlike reading, you can’t stop a presenter and review as you listen (unless you
have taped the speech).

Therefore preparation prior to listening can greatly improve comprehension.

1. Have a clear purpose;

2. Recognize main ideas;

3. Select what is relevant;

4. You do not need to write down everything that is said.
Notes: Example:

- Revolution —
(eecurrence) | “A revolution is any occurrence that affects other aspects
—  {affects) | of life such as economies, social life, and so forth.
aspects  of | Therefore revolutions cause change. See pages 29-30 in
life; e-g- text.”

- econ.,
-SOC-ete;
see-txt pg.
—29-30

Further reading: [9], [10], [12], [13];
Individual reading and Seminar Preparation: [29], [30], [31].
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SEMINAR No. 4. System of Special Symbols in Note Taking and
Blissymbolics

1. Semantography of Bliss
2. Developing Speedy Noting Skills
3. Symbols

Ask yourself:

1) Can | use Bliss symbols?

2) Can | use horizontal layout?

3) Why should | use note taking techniques?
4) What is Cornell Columns?

The use of symbols and abbreviations

Some abbreviations are so well known and widely used that they have become an
Acronym — an abbreviation pronounced as a word. For example, the word ‘laser’ was
originally an abbreviation for ‘Light Amplification by Stimulation Emission of
Radiation’. It now is a noun in its own right!

The use of symbols and abbreviations is useful for speedy noting, when speed is
essential. You also need to be familiar with symbols. Develop a system of symbols and
abbreviations; some personal, some from your courses. Be consistent when using
symbols and abbreviations. Some examples of commonly used symbols and
abbreviations are presented in the following tables.

Use Symbols and Abbreviations Symbols for note taking can be as follows: =
equals/is equal to/is the same as, # is not equal to/is not the same as, = is equivalent to, +
and, more, plus, > more than, greater than, < less than. — less, minus, — gives, causes,
leads to, results in, etc.

Abbreviations
These can be classified into three categories:

Common Abbreviations Discipline-Specific Personal Abbreviations
Abbreviations

Many are derived from Inchemistry: Here you can shorten any

Latin. Au for gold word that is commonly used

c.f. (confer) = compare GM for magnesium

I.e. (id est) = thatis In the case of quantities and  diff =different

e.g (exempla grate) = for concepts, these are Gov = government

example represented by Greek letters NEC = necessary

NB (nota benne) =note well in many fields.

no. (numero) = number A or a (alpha) B or b (beta)

etc. (et cetera)= and so on

Further reading: [15], [16], [17]; Individual reading and Seminar Preparation: [21].
17



SEMINAR No. 5. NT and Blissymbolics

1. Note taking skills
2. Developing the personal notation
3. Blisssymbols and other ways to make NT

Ask yourself:

5) Can | acquire the needful note taking skills?

6) Can I translate consecutively without notes?

7) How the scheme of the speaker’s speech can help me?
8) Can I mind map the main idea of the recorded speech?

Practical suggestions for taking notes. These are some practical suggestions for
taking notes, as well as strategies to help you improve your own notetaking abilities. Use
a double entry note taking system. Write neatly. Make notes complete and clear enough
to understand when you come back to them. Use shorthand ('Fe' for iron, '=' for equals,
‘@' for at, etc.) and abbreviations. Feel free to develop your own set of abbreviations, but
please put a key at the top of the page so your notes can be understood. Highlight
Important items with asterisks(*) or draw circles or boxes around critical info. Mark
Important ideas, terms, concepts with different colors, underlines, or asterisks.
Indentation, underscoring and starring are also effective for indicating relative
importance of items. Show uncertainty with a circled question mark. Leave plenty of
white space for later additions. Skip lines. Leave space between main ideas.

What to write: Any info that is emphasized. Ways to emphasize include: tone or gesture,
repetition, illustration on board, reference to text, and use of cue words such as: finally,
remember, most important, another cause, etc. All numbered or listed items. All terms
and definitions. Examples. New words and ideas. When you cannot keep up with the
speaker, jot down key nouns and verbs so that you can return to the latter and ask
questions/fill in gaps. Leave blanks for words, phrases or ideas you miss. Soon after the
presentation, review your notes, rewrite skimpy or incomplete parts, and fill in gaps you
remember but didn’t record.

Further reading: [30], [31], [32];
Individual reading and Seminar Preparation: [33].
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INPAKTUYHI 3ABAAHHSA

1. IlpounTaiiTe i HepeKIANITH TEKCT YKPAIHCHKOIO.

EXERCISES FOR CONSECUTIVE INTERPRETING

Practice your ability to repeat sentences and paragraphs of varying lengths, from one
to fifty words. You are likely to find a number of sources for practice materials. For
example, your local court reporter’s office may be willing to let you have draft copies of
actual transcripts, or you may find practice materials on the World Wide Web. If
necessary, you can ask friends and family members to create samples of “question and
answer” formatted transcripts. Say a segment aloud in the source language (or have a
friend or family member read the segment out loud for you), then interpret that segment
into the target language. Be sure to vary the lengths of the utterances and practice until
you are able, with the use of notes if you are trained in note taking skills, to interpret long
passages.

For many interpreters, note taking is extremely beneficial in all modes of
interpretation, but especially in the consecutive mode. If you find that you benefit from
note taking, develop an efficient note taking system in order to remember relevant names,
dates, places, and figures. It is often essential to develop this skill under the direction of
an experienced interpreter or teacher. However, the skill you develop will be your own
personal method of note taking. Notes might be recorded in the form of simple outlines,
charges, diagrams, or graphs. Listing information in the form of a diagram might be helpful
while interpreting at a trial during which a particular scenario is repeatedly mentioned. An
effective note taking system allows you to concentrate on the ideas and concepts contained in the
message, not on taking the notes. It is important to adopt
a strategy or strategies that work best for you.

Practice consecutive interpretation until you are able to accurately interpret transcripts that
are 850 to 900 words in length, with varying lengths of utterances, within a 20- to 22-minute
time frame.

Adapted from © Judicial Council of California.
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2. IIpounTaiiTe i nepekygaaiTh TEKCT YKPATHCHKOIO.

Memorization Techniques for Consecutive Interpreting

How do you remember? Are you a visual or a verbal learner, neither, or both? If
you forget something you have heard, try to understand what prevented you from storing
or retrieving the information.

Your short-term memory capacity is normally limited to between five and nine bits
of information (units of memory), and your ability to recall depends on how well you can
organize what you have heard by finding patterns. Have someone read a series of seven
unrelated numbers to you. As soon as you are able to repeat the series accurately, try to
repeat it backwards. To do this, you must be able to retain the series in your short-term
memory.

Increase your analytical skills by reading a newspaper or magazine. After
finishing each story, try to summarize what you read in a single sentence. Summarize the
main idea in a single sentence. For the exercises below, have someone read a newspaper
or magazine article into a recorder or record talk or interview programs from the radio or
television. Limit yourself to nontechnical material. Do not record the news because the
newscaster reads from a prepared script. Record increasingly longer texts as your skills
improve. You will only repeat the information you hear in the same language and will
not interpret it.

Listen to the passage without taking notes and try to repeat as much as possible.
Listen to the passage and write down keywords to help you remember the content. Then
repeat as much information as possible. Compare the results you achieved with and
without notes. Which worked best for you? As you listen to the passage, try to condense
It into a few meaningful units.

Organize the information into groups. For example, if a person were to list the
schools she had attended and the subjects she studied, you could group the schools by
location and the subjects studied by topic. Numbers can be grouped the way people
recite phone or social security numbers, in groups of two, three, or four numbers, rather

than as a string of unrelated numbers. Please note that when interpreting testimony you
20



should maintain the speaker’s work sequence as spoken, except to accommodate the
syntax of the target language.

Do not allow your opinions to color your rendition of a speaker’s words, even if
you have strong opinions about the subject matter. Pay close attention to your reaction to
the text while listening and maintain the same level of language (register) as the speaker.
Note that improving your listening and memory skills is an ongoing and lifelong

endeavor. As you gain experience and confidence, your skills will improve.

Adapted from © Judicial Council of California

3. IlpouwnTaiite i mepeKkJIagiTh TEKCT YKPATHCHKOIO.

Use Concept Maps and Diagrams

You can set down information in a concept map or diagram. This presents the
information in a visual form and is unlike the traditional linear form of note taking.
Information can be added to the concept map in any sequence.

Concept maps can easily become cluttered, so we recommend you use both facing
pages of an open A4 note book. This will give you an A3 size page to set out your
concept map and allow plenty of space for adding ideas and symbols. Begin in the middle
of the page and add ideas on branches that radiate from the central idea or from previous
branches.

Arrows and words can be used to show links between parts of the concept map.
Colour and symbols are important parts of concept maps, helping illustrate ideas and
triggering your own thoughts.

Adapted from: Study Skills for Academic Writing, Phoenix 1994,
in print by Gwyn Jones and Pam Mort.
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4. IpoyuTaiiTe i NepekJaaiTh TEKCT YKPATHCHKOIO.

Identify How Information is Organized

Most texts use a range of organizing principles to develop ideas. While most good
writing will have a logical order, not all writers will use an organizing principle.
Organizing principles tend to sequence information into a logical hierarchy, some of
which are: past ideas to present ideas; the steps or stages of a process or event; most
Important point to least important point; well known ideas to least known ideas; from
simple ideas to complex ideas; from general ideas to specific ideas; the largest parts to
the smallest parts of something; problems and solutions; causes and results.

Read the text below on ‘Underwater Cameras’ and then look at how the text is
presented in note form. The most important words to include in notes are the information

words. These are usually nouns, adjectives and verbs.

Sample Notes from the text Underwater Cameras
“Underwater Cameras”
Underwater Cameras 1. Regular cameras obviously will not function
underwater unless specially protected.
1. Regular Cameras 2. Though housings are available for
waterproofing 35 mm and roll-film cameras, a
special housing few special models are amphibious — they can be
necessary used above or below the water.
3. Most of these cameras are snapshot models,
2. Amphibious but one, Nikonos, is a true 35 mm system
camera.
a) snapshot models 3. Though lenses and film must be changed on
b) Nikonos (35 mm) the surface, the camera will otherwise function
Lenses normally at depths down to 70 mm.
) air & water 35 mm* 90 4. Four lenses are available: two of these,
mm which have focal lengths of 90 mm and 35 mm,
i) only under water 28 will function in air and water; the other two of
mm15 mm these, which have focal lengths of 90 mm and 35
mm, will function in air and water; the other two,
the 28 and 15 mm lenses, work only under water.
5. Lenses are also available from other
manufacturers.

Adapted from: Freeman M. The encyclopedia of practical photography London, Quartro
Books 1994, p. 283.
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5. IlpounTaiiTe Ta CKJIANITH NEepeKa3 YKPATHCHKOK0 TA AHIJIIHCHKOI0 MOBAMM.

THE ROZAN SEVEN PRINCIPLES

The use of a technique is always dependent upon the application of a certain
number of principles. This is what we call the instructions. One need not follow the rules
recommended in such instructions. Indeed the product, device or system for which they
were devised may well work even if they are not observed, but will do so less efficiently.
Furthermore, the simpler the instructions, the more likely the users are to follow them.
The same applies to note-taking. A few very simple principles give this system its sound
base and precision, and make using it straightforward. There are seven of these
principles; in order they are:

Noting the idea and not the word;
The rules of abbreviation;

Links;

Negation;

Adding emphasis;

Verticality;

Shift.

No ok~ wNE

Some of these principles have already been explained by Jean Herbert in his
Interpreter’s Handbook ',

Noting the idea rather than the word

Take any French text and give it to 10 excellent English translators. The result will
be ten very well translated texts, but ten very different texts in as far as the actual words
used are concerned. The fact that we have ten good translations, but ten different texts,
shows that what is important is the translation of the idea and not the word. This is even
truer of interpretation since the interpreter must produce a version of the text in another
language immediately. He must be free of the often misleading constraints that words
represent. It is through the analysis and notation of the ideas that the interpreter will
avoid mistakes and a laboured delivery.

The notes will have to be read 20 minutes — even an hour® — after the idea was
originally expressed. In the first example it would be very easy to make a mistake.

Y Aoanmosano: The interpreter’s handbook; how to become a conference interpreter.
by Jean HerbertGeorg & C'¢, Geneva, 1956.
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Having noted chance the interpreter might, if the context allowed, render it «there is a
chance that” or «by chance”. If on the other hand he noted probable the mistake cannot
be made. The issue of style is also dealt with in the second example where one would
automatically say (interpreting into English), «It is probable that”, or «it is likely that”, or
«in all likelihood” whereas in the first example even if the interpreter had correctly
recalled the idea that the word chance represented he/she will be a prisoner to that word
and might easily produce a gallicism®.

Rule: Whenever taking notes the interpreter must concentrate on the major idea and how
this can be noted clearly and simply (preferably in the target language, although this is
not essential).

The Rules of Abbreviation

Abbreviation of words

The rule of thumb is that unless a word is short (4-5 letters) the interpreter should
note it in an abbreviated form.

If we have to note «specialized” it is more meaningful and reliable to note sp® than
to write spec. _

Stat. could be read as «statute” or «statistics” whilst St" and St® are
unambiguous.

Prod. could be read as «production”, «producer”, «product” or «productivity”
while Pr*", Pr*, Pr®, Pr'" are unambiguous.

Com. could be read as «Commission” or «committee” while C*" and C** are
unambiguous.

Rule: If you have time write a word as completely as possible, however, if a word must
be abbreviated, then write some of the first and last letters rather than trying to write as
many letters as possible from the start onwards.

Indicating gender and tense

Having abbreviated a word or an idea (be it by the use of a symbol or a contraction
of its component letters) it can also be very helpful to give an indication of gender* and

tense).

% Komenmap: this was indeed the case when Rozan wrote. Although nowadays 20 minutes is considered
a long consecutive speech, his comments still apply.
8 Fanniyuzmu, abo 3anosuuenns 3 panyysvkoi (nanp. mem-a-mem); being unduly influenced by the
source language is, of course, not only a problem in French-English interpretation but inall
interpretation.
* Komenmap: Rozan was working fromand into French. Gender is meaningless for those noting in
English, however, the idea could be usefully adapted for use in, for example, the Slavic languages where
nouns have gender.
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Thus in the expression: «I will come back to this a little later”, noting the future
tense will render the words «a little later” superfluous. We will see below that «I speak”
can be noted: 7 . Therefore we note: 1"~

The expression: «those mentioned”, must be noted: rf %; because rf alone could be
read back as «those which mention”.

Rule: to indicate gender® and number we add © or ° to the symbol or abbreviation. To
indicate tense we add " for the future and ° for the past.

Abbreviating the register

The expression “which have contributed to” is long. The word help is short.
Wherever possible we must abbreviate by using a word which conveys the same meaning
but is shorter.

Similarly, «...which are worth looking at” can be noted int® (interesting).

“In order to arrive at some conclusions” can be noted to end.

“Taking into account the situation at the present time” can be noted as sit™" now.

Links

The part of any speech that is both the most important and the most difficult to
note is the sequence of ideas and the links between them. An idea can be distorted
completely if its relation to the previous idea is not clearly indicated. When taking notes
then, we should never miss out the links. Indeed what we actually see is that if the links
are noted well the rest of the idea can be summarized in just a few strokes of the pen.

Noting links becomes very simple if we use the key words that follow. (Over time
this will become automatic).

as, why and that is because, this is the reason why, since, given the fact that, (in
some instances)  given that; to convey explanation.

tho although, despite the fact that; to convey opposition

but on the other hand, but, nevertheless, however; to convey limitations
if It is possible that, assuming that; to convey supposition.

as to as far as x is concerned, on the matter of; to convey reference

tfe therefore, one can then conclude; to convey conclusion.

The three symbols below are also extremely useful.

® Komenmap: Again the ‘e’ represents the French feminine ending. Any letter can be used and this will
depend on the languages involved.
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= the same goes for, one might say the same of; to convey the idea of
equality or correspondance

# on the other hand, contrary to; to convey the idea of difference or lack
of correspondance
in + in addition, furthermore, if we also take account of; to convey the idea

of additional precision.

Linking is not just about representing the idea

1. on the very content of the speech. It is a question of noting

2. quickly and without repetition the group of subject words and the

3. group of complement words to which the idea relates. This problem
4. can be solved quickly and easily by using the recall arrow.

Negation and emphasis

Negation and emphasis are two essential elements of any speech and as such
should be noted unambiguously (See Jean Herbert pp46-47).

Negation

Negation might be noted by means of a line running through a word or symbol.
Example:

If we use OK to signify «agree”, then «disagree” will be ©K . It is also possible to
write the word no before the word to be negated (thus in our example we would note no
OK). This second method is clearer and since «no” is a very short word using it is not a
problem.

Emphasis

To emphasize a word we can underline it (twice if we are dealing with a
superlative or absolute).
Example:

«(The study) is interesting” : int

«(The study) is very interesting” : int?

«(The study) is extremely interesting” : int’
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In some cases the line may be replaced by a circumflex to avoid confusion arising
from the use of verticality.

Alternatively emphasis can be noted with a dotted line.
Example:

The use of underlining to denote nuance allows us to qualify the word (or idea)
underlined without noting the qualifier.

Example:
«important question” becomes : ?
«we should look at this very carefully” becomes : look at

«l would like to say in the strongest possible terms” becomes : | say
Itn

Verticality

It is the principles of Verticality and Shift (described in the next section) which
form the backbone of the note-taking system described in this book.

Verticality means taking notes from top to bottom rather than from left to right.
This method makes it possible to:
a) group ideas logically, allowing a complete and immediate synthesis when we come to
read back our notes,
b) to do away with many links which would otherwise be essential to the clarity of the
text.

Stacking

«Stacking® consists of placing different elements of the text above or below one
another.

«the report on western Europe”

Rort
W Eur.

«the report on western Europe is an interesting document”

6 CTEKIHT, CKIIaJaHHs B CTOBITYUK
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R int?
W Eur.

«Since the French, US and UK delegations....”

«Since the French, US and UK delegations have suggested....”
Fre

As US
UK

Fre
As  US suggest’
UK

«The chapters of the report which deal with economic situation in Europe offer
additional information and new statistics”

Ch" info

give new _

Ec.Eur stat"
If the sign — is used to denote «offer” and the sign + to denote «additional” and
«new” then our notes will look like this:

Ch"™ info

Ec.Eur stat™

See the examples in the practical exercises in part 3 and study them carefully.

Using Brackets

Brackets are an important part of the verticality system. In every speech there will
be certain elements, which are mentioned to clarify an idea or to highlight a particular
point, but which are not integral to the speaker’s train of thought.

These parts of a speech should be noted in brackets, below the main element to
which they refer.

Examples:

«....which leads to new investment, particularly in the transport sector”

—  +inV®
(TOI’t)
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«(We hear that our exports will suffer as a result of increases in factor costs), which will
make them less competitive.”

(so - comp"®)

See also the examples of the use of parentheses given in the practical exercises at
the back.

To encourage a natural use of the verticality technique it is recommended that you
use relatively large but narrow pieces of paper. This will allow you to note the maximum
amount of text on one page whilst automatically bringing your notes back to the left hand
side of the page.

Shift

Shift and Verticality” are the fundamental principles underlying this note-taking
system.

To explain Shift let us take an example: «Over the course of 1954, prices rose,
although not to the same extent as income, thus the population’s net income increased.”
Our notes will be as follows ( the symbol 71 denotes increase):

54, prices 7
but—————no = ~income
SO Pop™ 7

Word for word on the first line : Over the course of 1954, prices rose,

Word for word on the second line:  although not to the same extent as income,
Word for word on the third line: thus the population’s net income increased.

Having used Shift to give our notes a vertical layout on the page, noting the links is
almost enough to give us an accurate and full version of the text.

Shift means writing notes in the place on a lower line where they would have
appeared had the text on the line above been repeated.

The examples below show how notes would be positioned during interpretation,
but have not been abbreviated.

«The report on the economic situation in Europe is a fine document which
discusses some interesting topics™:

7 cXim4acTo-giaroHajabHe Ta BEPTUKAIBHE PO3TALTYBAHHS 3aITHCIB
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R™" good
Ec.Eur
discusses interesting topics

«to understand the program, one must”
to understand the program
one must

«The effectiveness of the Social and Economic Council’s efforts at solving.....

effectiveness efforts Ecosoc
at solving.....

«Thus in the Report and the Study we find a theoretical and practical analysis
which will help in the adoption of......”

tfe

(in Rort )
Study
theoretical
there is analysis practical
which will help in the adoption of

3ABJAHHS 151 IHAUMBIIYAJILHOI POBOTH

1. IIpounTaiite, miaKpecaiTh KJIHOYO0BI CJI0BA TA CKOPOTITH AHIJIOMOBHUM
TEKCT, NITOTYUTECh NMEPEKJIAAATH 00 CKOPOYEHY BePCil0 HA YKPAIHCbKY MOBY.

1. The use of Blissymbols in Sweden began in 1976 at two regional centers, one in
Gothen- and one in Linkijping. In 1977, the Swedish Blissymbolics Resource
Center was formed.

2. Interest in Blissymbolics grew rapidly in all of Scandinavia, and the formation of
the Nordic Bliss Communication Committee came about a year later, in 1978.

3. According to the Swedish Institute for the Handicapped, there are about 800
children in Sweden who use Blissymbolics in some form; with many of them, it is

their primary means of communication.

30



4. The groups concerned with speech synthesis for some years implementing a
“talking Bliss system.”

5. There are three different “grammars” which are associated with the use of
Blissymbols, for instance, it is so-called telegraphic style.

6. The other two are more proper grammars, one is being Bliss syntax and natural
spoken language syntax.

7. The telegraphic style is employed by many Bliss users. It is the easiest, shortest
style of Bliss paying less attention to word order.

8. Bliss syntax, as described by its inventor, Charles Bliss, was meant to be simple.

9. His symbol system was intended to choose short effective symbol strings which

gave the content of the message.

2. BuBYiTH cAMOCTIiHiHO 3araJIbHONPUITHATI CHMBOJIM, BUKOPHUCTOBYBaHI VTSI
NMO3HAYEHHS KOPUCHUX KONAJIMH, 3a(iKcyiiTe | BITHOBITH B IPUPOAHOMY
TeMIIi 3alIPONIOHOBAHY MOCTAIAOBHICTH CMUCJIOBUX OJAMHHUILb.

Hadta, npupognuii ras, 3am3HI pyAad, CuUlb, AOJOMIT, TIlIC, BaIHSAK, MapMyp,
KBapIIOBI MICKH, TJIMHA, XPOMITOB1 PYAH, ATIOMIHIEB] pYIaU, MiTHI pYAH, CIpUaHUA

KOJTU€laH, KyXOHHA Cllb, arar.

3. BuB4iTh CaMOCTiiiHO 3arajJibHONPUIIHATI MO3HAYeHHsI XiMIYHHX eJIeMeHTIB
nepionnunoi cucremu J.I. MenngeaeeBa. 3adikcyiiTe Ta BiTHOBITH B

NPUPOJIHOMY TeMIli 3alIPONIOHOBAHY MOCIII0BHICTh CMUCJIOBUX OJHHHU L.

Bonenb, Byriielb, HaTpiid, MarHiii, XxpoM, 3aJ1i30, KOOAIbT, HIKEIb, KUCEHB, TEJIIH,
XJIOP, KaJli, JITIM, KalbIlid, cpidj0, 0J0BO, WO, allfOMIHIN, KpeMHid, Gocdop,
CIpKa, KCEHOH, BOJIb(ppam, IIaTUHA, 30JI0TO, PTYTh, OOp, MUI' K, a30T, (TOP,

Millb, IIMHK, MUIIT SIK, CBUHEIb, YPaH.

4. BuBYITH CAMOCTIiIHO 3araJIbHONPUHHATI CHMBOJIH, BUKOPUCTOBYBAaHI 1111
MO3HAYeHHA 0230BHX TePMiHIB 3 00J1aCTi aCTPOHOMII i ABAHAXISITH 3HAKIB
3oaiaky. 3agikcyiTe i BITHOBITH B IPUPOAHOMY TeMIIi 32IPONIOHOBAHY
MOCJIiTI0BHICTH CMUCTOBHX O HUIIb.
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Comnre, Micsanp, Benepa, Mapc, 3ipka, Beecsir, umanera, Uymanbkuid moisix,
Bonomiii, OBen, Tenens, bimsnioku, Pak, Jles, [diBa, Tepesu, CkoprioH,
Ctpineup, Kozeprr.

BuB4ith caMOCTIIHO 3araJJbHONPUHHATI MO3HAYECHHS MAPOK ABTOMOOLTIB.

3agikcyiiTe i BITHOBITH B IPUMPOAHOMY TeMIIi 3alIPONIOHOBAHY MOCIiI0BHICTh.

Alfa Romeo, Audi, BMW, Bugatti, Cadillac, Chery, Chevrolet, Chrysler, Citroen,
Dacia, Daewoo, Fiat, Ford, Honda, Hummer, Hyundali, Infiniti, Jaguar, Jeep, Kia,
Lada, Lancia, Land Rover, Lexus, Mazda, McLaren, Mercury, Mitsubishi, Nissan,
Opel, Peugeot, Plymouth, Porsche, Renault, Rolls-Royce, Saab, Skoda, Smart,
Subaru, Suzuki, Tatra, Tianma, Toyota, Volkswagen, Volvo, BA3, I'A3, 3A3.

BuB4ith caMOCTIITHO 3araJIbHONPUHHATI a0peBiaTypu, BUKOPHCTOBYBaHI
JJ1s1 IO3HAYEHHSA KPaiH cBiTy. 3adikcyiiTe i BITHOBITH B MPUPOIHOMY TeMITi
Ha MOBIi OpuUriHady/nepeKIaay 3anpoINOHOBAHY MOCTII0BHICTh KPaiH.

Anownis, Bpainb, ABcTpainist, B'ernam, Jlanis, €runer, Kurait, Kopes, Jlarsis,
JIutBa, JIrokcemOypr, Mekcuka, Typeauuna, [lIseiiapis, Tainann, [lIBeris,
VYxpainu, CILIA, Hinepnarau, Monako, Ipan, Ipak, Kanamga, Himeuunna,
BemukoOpuranis, Andanis.
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Make notes on the text
“Blissymbols in Sweden”,
using key words marked
by italics®

Blissymbols in Sweden

8 kypcus

1.

The use of Blissymbols in Sweden began in 1976 at two
regional centers, one in Gothen- and one in Linkijping. In
1977, the Swedish Blissymbolics Resource Center was
formed.

Interest in Blissymbolics grew rapidly inall of
Scandinavia, and the formation of the Nordic Bliss
Communication Committee came about a year later, in
1978.

According to the Swedish Institute for the Handicapped,
there are about 800 children in Sweden who use
Blissymbolics in some form; with many of them, it is their
primary means of communication.

The groups concerned with speech synthesis for some
years implementing a "talking Bliss system."

There are three different "grammars" which are
associated with the use of Blissymbols, for instance, it is
so-called telegraphic style.

The other two are more proper grammars, one is being
Bliss syntax and natural spoken language syntax.

The telegraphic style is employed by many Bliss users. It
is the easiest, shortest style of Bliss paying less attention to
word order.

Bliss syntax, as described by its inventor, Charles Bliss,
was meant to be simple.

His symbol system was intended to choose short effective

symbol strings which gave the content of the message.
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3ABJJAHHS JJI1 CAMOCTIMHOI POBOTHU

1. IliaroryiiTech 10 BepTHKAJIbHOIO 3aMUCY TEKCTY Ta nepekiany. Teker odcsirom 500
3HaKIB Oy/Je NMpPO4YMTAHO TPHYi.

2. CTyaeHTH 3aNHCYHOTh He3HAHOMUN TekeT BeprukaabHo (Advanced
Level)/ropusonransho (Upper-Intermediate Level and above). Ilotim HagaeTbes
A0JATKOBHIA Yac 1Jis nepekiany ( 1 XBUJInMHA — KOKHe peYeHHs).

2. luxtanT-nepekaa. CTyeHTH HOTYIOTh He3HAHOMU i TeKCT, 00paB M 3a37aJIeTilb MeTO/
HOTYBAHHSI Ta 3a3HAYUB I HOro MM cbMOBO. Oco0MBY yBary nNpuaiInTH epeKIagy

BJIACHMX HA3B Ta BIPHOI Nepeaayi HymepajabHOi iH} opmamii.

3. Minroryiite pedepar HA OJHY 3 HUKYEHABEIE HUX TEM:

1) CMUCIIOBHI aHAJ3 TEKCTY TPU CKOPOYCHOMY 3aITHCI.

2) CxopoueHHS Ta CKOPOUEHUH JIITepHUI 3amuc.

3) [puHIHMI BEPTUKATBHOTO PO3TAITyBaHHS 3aIUCIB.

4) DyHKITIS JBOKPAITKU, TUPE Ta a03allHUX MPOMYCKIB TP HOTYBaHHI.
5) CeMaHTHYHE KapTyBaHHS MPU CKOPOUEHOMY 3aIHUCI.

6) CxeMaTH4H13aMucy MPU CKOPOUEHOMY 3aIlUCl.

7) MeTo/1 CKOPOUCHOTO 3anucy (TOPU30HTATbHE PO3TAIIYBAHHS).

8) YucniBHUKH Ta HEJH iiiHa OpraH Ballisi CKOPOIHUCY.

9) CemanTorpadis biica.

10) YcHuUM NOCTIOBHUN TIEPEKIIA/.

11)  Poub ckopomucy B nepeKiafanbKiid MpaKTUili.

12)  PO3BHUTOK HaBUYOK HOTYBaHHS.

13)  AKpOHIMH, CKOPOUCHHS Ta HA/UTUIIKOBICTH iH hopmaIii.
14)  Apnanariis TEKCTY JJIsl CKOPOYEHOTO 3aITHUCY.

15)  CxopodYeHHs TEKCTY.

16)  KuirouosicioBa B Ipu CKOPOYEHOMY 3aIUCI.

17)  VYcHwuii mepewiaj Ta CHCTEMa CKOPOUCHOT'O 3aITHCY.

18)  IlepexnamarbKuii CKOPOIIKC.

IIMTAHHSA HA EK3AMEH

IlepexnananbKuii CKOponuc.

MeToau CKOPOYEHOTO 3alKMCy B MEXKaX YCHOTO IOCIIOBHOTO NEpeKiIay.

CemanTorpadis biica.

BeprukanbHa cucTeMa HOTyBaHHS.

BukopucranHs akpoOHIMIB Ta CKOPOUEHOTO 3aMHCy B MEXaX YCHOTO MOCTIIOBHOTO MEepeKIany.
AKpOH IMH, CKOPOYEHHSI Ta Ha/UTMIIKOBiCTH H popMartii.

Ananrartist TeKCTY JJIsl CKOPOUYCHOTO 3aITUCY.

Buiun ckopouyeHoro nepekinany ta ix BUKOPUCTaHHS y MPAKTHYH il 1UTBHOCT1 BUKIaIaqa.

CoNoog WD E

el
= o

= e
o

[MpuHIIUT BEPTHKAILHOTO PO3TAIITYBAHHS 3AITUCIB.

DyHKIT I TBOKPANKU, TUPE Ta a03aIlHUX MPOMYCKIB MPU HOTYBaHHI
CemaHTHYHE KapTyBaHHS MMPU CKOPOUCHOMY 3aIHKCL.

CxeMaTu4H1 3aUCH TIPU CKOPOUYCHOMY 3aIlUCIL

MeTto1 ckopoudeHOro 3anucy (TOpU30HTAIbHE PO3TAITYBAHHS).
YucniBHUKM Ta HENIH lifHA OpraH BaIlisi CKOPOIHCY.
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TERMS LIST

. The Cornell method: provides a systematic format for condensing and organizing notes without
laborious recopying. After writing the notes in the main space, use the left-hand space to label
each idea and detail with a key word or “cue”.

. The Outlining Method: Dash or indented outlining is usually used to present the information
which is most general begins at the left with each more specific group of facts indented with
spaces to the right.

The Mapping Method: is a method that uses comprehension/concentration skills and evolves in
a note taking form which relates each fact or idea to every other fact or idea.

The Charting Method: you may set up your paper by drawing columns and labeling appropriate
headings ina table, record information into the appropriate category.

. The Sentence Method: write every new thought, fact or topic on a separate line, numbering as
you progress.

. A Mind Map: is a diagram used to represent words, ideas, tasks, or other items linked to and
arranged around a central key word or idea.

. Cornell Column: The Cornell method provides a systematic format for condensing and
organizing notes, dividing the paper into two columns: the note taking column (usually on the
right) is twice the size of the questions/key word column (on the left). You should leave five to
seven lines at the bottom of the page.

. Bliss symbols: Bliss symbols were developed by the Austrian, Karl Blitz, in the 1940. He was
deeply impressed by difficulties in communication among people who spoke different languages,
or even the same language with different intentions. While in China, Blitz (Charles Bliss) was
inspired by the Chinese ideographs to develop his own set of characters. He hoped they could be
used as the basis of a system of world-wide commonality of expression and understanding. This
system was set forth in his nearly 1,000-page work, Semantography (Bliss, 1965).
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SAMPLE NOTE TAKING SOLUTION

UNDERWATER CAMERAS

HIABOJIHI KAMEPU
(Ki1r040BI ¢j10Ba Ta CKOPOYEHHH 3aITHC)

. Regular cameras obviously
will not function
underwater unless specially
protected.

. Though housings are
available for waterproofing
35 mm and roll-film
cameras, a few special
models are amphibious —
they can be used above or
below the water.

. Most of these cameras

are snapshot models, but
one, Nikonos, is a true 35
mm system camera.

. Though lenses and film
must be changed on the
surface, the camera will
otherwise function
normally at depths down to
70

mm.

. Four lenses are available :
two of these , which have
focal lengths of 90 mm and
35 mm, will function in air
and water; the other two of
these, which

have focal lengths of 90
mm and 35 mm, will
function in air and water;
the other two, the 28 and 15
mm lenses, work only
under water.

. Lenses are also available
from other manufacturers.

- 3suuaiini hpomoanapamu He npayo0OmMs
nio 800010 Oe3 CneyianbHO2O 3EXHEHY
KOpNycy.

- Kopnycu ona 2iopoizonayii
35 mm

- naiekosuti pomoanapam

- Kamepu amehioii

- KIIbKa cneyianbHux mooerell

- MOMEHManbHa homo3stomMKka

- amamop coKuil (pomo3HiMoK

JWL (Water Level)
Nikonos
35 mm

- HOPMAJILHO DPYHKYIOHY8AMU HA 2IUOUHI
00 70 mm.

- Yomupu nin3u oocmynHi: 2 manomo
goxycny giocmanv 90 Mm i 35 mm,

- ynryionyeamume 6 TNnosimpiteoor,
IHWI 084 3 HUX, MeHOHb-HOKYEHY
B3I,

- 6y0e gynryionysamu 6 TN wosimpii
6664,

-ei inwi ninzu 28 i 15 mm
NPAYIOBAMUMYMb - Wb+
BOOGI.

Jinzu IHwux 6upobHuKis.
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SHORTHAND

Shorthand is any system of rapid handwriting which can be used to transcribe the spoken
word. Shorthand systems use a variety of techniques including simplifying existing letters
or characters and using special symbols to represent phonemes, words and phrases.

A brief history of shorthand systems

Ever since the invention of writing scribes have used various technigues to enable them to
take notes quickly and efficiently.

The Ancient Egyptians devised two scripts, Hieratic and Demotic, as alternatives to their
complex Hieroglyphic script, which was used mainly for monumental inscriptions. Both
Hieratic and Demotic worked on the same principles as the Hieroglyphs but the symbols
were considerably simplified.

During the 4th century BC, the Greeks devised a number of symbol systems which
reduced letters to a single stroke and which could also be used to represent common
words, suffixes and prefixes. Such systems are generally referred to as stenography
(narrow writing), brachygraphy (short writing) or tachygraphy (swift writing). Their
purpose was to make writing more compact and/or faster.

One shorthand system popular with the Romans was Tironian Notes or Notae Tironianae,
which was invented by Cicero's secretary Tiro in order to record Cicero's speeches. It used
a combination of simplified letters and special symbols and was used in Europe in various
forms until the Middle Ages.

During the Han Dynasty (207BC - 220AD) the Chinese devised two methods of rapid
writing known as xingshi (running script) and caoshi (grass script). In the Running script
some of the strokes that make up characters are joined and others are left out. In the Grass
script each character is written with a single continuous stroke and there is considerable
variation in how this is done. As a result, the Grass script is very difficult to read without
special training. Attempts have been made to standardise the way the characters are
written in the Grass script but they have not met with popular acclaim.

Modern shorthand systems
There are many different shorthand systems currently in use. The most popular ones
include:

Pitman Shorthand

Pitman Shorthand was devised by Sir Isaac Pitman (1813-1897) and was first
published in 1837. Over the years is has been gradually improved and has been also
adapted for 15 different languages. The system was widely used in the UK and USA by
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secretaries, reporters and writers, but lost popularity with the invention of pocket tape
recorders.

Notable features

1. Pitman is phonetic: it records the sounds of speech rather than the spelling. For
example, the sound [f] in form, elephant and rough is written in the same way for
each word.

2. Vowel sounds are optional and are written with small dots, dashes or other shapes
next to the main strokes. This helps increase writing speed because most words can
be identified from their consonants only.

3. The thickness, length and position of the strokes are all significant.

4. There are many special abbreviations and other tricks to increase writing speed.

5. The record for fast writing with Pitman shorthand is 350 wpm during a two-minute
test by Nathan Behrin in 1922,

Pitman consonants
P

[t] [d] [f] [¥] [p] (bl [m] [n] [nl [k] (9]

A J 7 NN 0 7 ped oo

(f] (3] (0] [dg] wwi+[r]  [I] (8] (81 [Irl+wwl  [h]  [sfz]

[s]+wwl [2 ]+wwl  [w] [i]

Pitman vowels

\{\|\T\/{\<|\]¥\ix\—'(

Ihat) (bet) (bit) (ball) (bait) (beet) (bog) thug) (boak) {12

, v X i
) N

o3 oo I oi Oy you ey
(boat) (boot) (eye) thoy) (b (fennr)
Pitman abbreviations
™ * O \- - ¢ #
Y . O
to the of afan isthis ashas for infany it that and
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Sample text in Pitman

\/ / — / A .
\ﬁn%’/  _ = V/Lx(/\’l.|

Translation

All human beings are born free and equal in dignity and rights. They are endowed with
reason and conscience and should act towards one another in a spirit of brotherhood.
(Article 1 of the Universal Declaration of Human Rights)

Gregg Shorthand

Gregg was invented by John Robert Gregg (1867-1948) and was first published in 1888.
Since then many different versions have appeared, including some for languages other
than English. Gregg is still used, particularly in the USA.

Notable features

Gregg is phonetic: it records the sounds of speech rather than the spelling. For example,
the sound [f] inform, elephant and roughis written in the same way for each
word.Vowels are written as hooks and circles on the consonants.

Gregg consonants & vowels

0 - L

[s][z] [f] [v]l [n] [m] [m-n] [t]  [d] [t-d] [J] (1]
is, his  faor hawe in, not am, more IMEn it, at  would  did, date  are, our  will, weell
'S (/ / — / -/ / ' / //
[s].[z] [R] [B] [k] [9] [[1.0z]1 (4l [dg] [BL[&] [t-nl[d-n] [t-m][d-m]
fut he, by can go,good  shall which the
[BL[&8] [n-dL[n-t] [m-dL[m-t] [td-fx] [p-nt], [cE-nt] [h] [n] [rk]
their, there  and, end Gentlemen a, an
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&2 o ar & -3 & 'y =P
a = T ] a0 ai ea i+vioye|

a’

Ly

fﬁgﬂjﬁ?z{:ﬁft’f—';ﬁﬂ’jdﬂ'{frv/

Say g fine 50 through tail pianao lion

Gregg punctuation

Period . Faragraph Parentheses //‘)

Question Mark Dash - Hyphen

Gregg sample text

croned

P A S N A e i

hf?rif/rhifzr_iﬂfﬁf‘a_

o . e e (oo

Translation

All human beings are born free and equal in dignity and rights. They are endowed with
reason and conscience and should act towards one another in a spirit of brotherhood.

(Article 1 of the Universal Declaration of Human Rights)
Gregg illustrations provided by Andrew Owen.
Tower of Babel in Gregg Shorthand

BLISS WORDS
A A
/s 1 D() 4 © 72 0 » TOM
THE TEACHER HAVE SEE THE COLOR THAT TOM

THE TEACHER HAS SEEN THE COLOR THAT TOM

M J X
o) >> A3 4 XBD

CHOOSE (PAST) FOR  HE (POSS.)  TRAIN CAR  (PLUR)
CHOSE FOR HIS TRAIN  CARS
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BLISS-CHARACTER

A basic “building block” of Blissymbolics to be encoded as an individual indivisible unit.
This can be called character or Blissymbolics character when context requires. Bliss-
characters may appear alone with their basic semantic meanings. Bliss-characters may also
appear combined with other Bliss-characters to form other words. Examples:

Basic symbols

e ~ 0o &6 v A

person Teeling mind knowledge time intensity cortainer ok
O I T © 7 \
houze, building [ gululy} chair tahle airs eve ear hand
+ — X — _ — AYa)
nurmber and, pluz, alzo minus, without  mutiplication  division equal, zame part, piece anirnal
9 N\ i 7~ H {
language pen, pencil paper, page book protection heatth medicine okl
VAN ! /
— -l""!\‘_',_
nature earth shy light water fire air cloud
o ? / & ¢ O ) Q
iree Tlower rock wheel electricity = gl moon earth
@ a
@ @ connection:
Blissymbolics: feeling + combination -
E world + writing tool - @ Jjoining together as one,
writing for the world through shared feeling
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BLISSYMBOLICS

Blissymbolics is a communication system originally developed by Charles K. Bliss (1897 -
1985) for the purpose of international communication. It was first applied to the
communication of children with physical disabilities by an interdisciplinary team led by
Shirley McNaughton at the Ontario Crippled Children's Centre (now the Bloorview
MacMillan Centre) in 1971.

The Blissymbolics language is currently composed of over 4,000 graphic symbols. Each
symbol or Bliss-word is composed of one or more Bliss-characters which can be combined
and recombined in endless ways to create new symbols. Bliss-words can be sequenced to
form many types of sentences and express many grammatical capabilities. Simple shapes
are used to keep the symbols easy and fast to draw and because both abstract and concrete
levels of concepts can be represented, Blissymbolics can be applied both to children and
adults and are appropriate for persons with a wide range of intellectual abilities.

Blissymbols:

are quick and easy to learn
can be used at a pre-reading level but are sophisticated enough to allow expression of

thoughts, ideas and feelings
can be expanded as ability grows

Some symbols are pictographs — they look like the things they represent:
house  wheel sun  electric

& ® R

Some symbols are ideographs - they represent ideas:
mind  giving knowledge

A

a v O

Blissymbols can be combined to create additional meanings:
wheel and sun equals machine

® O @
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SEMANTOGRAPHY OF BLISS

LOGICAL WRITING FOR ILLOGICAL WORLD
"lt',,,"v : IR _ S , : w . ‘\m
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,‘\ 'y —E ¢
D AR e
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SHE SPEAK WITH BLISSYMBOL (PLUR)

"SHE SPEAKS WITH BLISSYMBOLS.”
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We can put our two hands together. The | (exclamation point) suffix intensifies the symbol.
(Remember the NI | symbol. You will need it later.)

= = i

forward catch throw

The — (forward) arrow is a very important symbol in Blissym. We can use it to show the
action of something coming to the hand— (catch) and something leaving the hand
(throw).

L | N N

open close open hand fist

Each blissymbol can be learned more quickly than a word of a foreign language. Even
so, a huge set of unique symbols could be overwhelming. That is why Blissym reuses
symbols. For example:

N ¢ A Ne

hand finger thumb wrist

You just learned the blissymbol \ (hand). Knowing that, you can learn the blissymbols for
features of the hand with no effort. You might even have guessed them.

i e ==

point touch handclasp

We can form new symbols by rotation.

N P 2N

namaste clap applaud
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It is easier to learn to read and write in blissymbols than it is to learn to read and write in
your own native language. I hope to prove this to you in this first lesson.

But first, raise your right hand.

N

hand

Examine the blissymbol \ (hand). There is a long vertical line that represents the fingers,
and a short diagonal line that represents the thumb. This is the simplest possible draw-
ing of a hand, yet it is recognizable and memorable. This memorability is what makes the
language easy to lean. The simplicity of this blissymbol makes it easy to write, particu-
larly when compared to pictographic languages like Chinese or Egyptian Hieroglyphics.
Indeed, this blissymbol is easier to write than most of our letters.

You have learned your first blissymbol: \ (hand). You will never forget it. You will remem-
ber it every time you look at our own hand.

Many of the blissymbols resemble children’s drawings. Again, that means that they are
recognizable, easy to remember, and easy to write.

cup dish fork knife spoon

2 i

building door window bed chair
baggage éye ear sword wheel
ﬁ N N
L A" 1
electric mail horse stairs table
- - ge” ¢ 2
] ] ._;# | - ] "
water ship siphon plant car
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The blissymbol LI (open) looks like a box with the lid removed. Knowing LI (open), it is
easy to guess the blissymbol [J (close). We can combine [J (close) and \ (hand) to make I

(fist).
So far we have mostly looked at nouns. We can change symbols into verbs with a”~ prefix.

N ¢ NI NI

hand finger open hand fist
N TN TR
manipulate tap pat, pet knock
ENT I N I N B |
hit poke slap punch

Again, we can use ! (exclamation point) to intensify the symbols.

o ¢

thing tool

Many of the blissymbols resemble children’s drawings. Again, that means that they are
recognizable, easy to remember, and easy to write.

& d X #H §

sun moon star tree fire
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A picture language can be good at representing visible objects, but how can it represent
things that cannot be seen, like the sky or the wind? A language must be capabile of
representing the unseen as well as the seen.

= e

sky earth, ground

The blissymbol for ~ (sky) is breathtakingly simple. It is a long horizontal line at the
top. Its companion, — (earth), is a line at the baseline, recalling again the ground line of
children’s drawings.

H

world

We can combine ~ (sky) and _ (earth) to make — (world). The world is where we live

between the earth and the sky.
@ @3

planet Earth

If you are uncomfortable with a flat — (world), then you may prefer to use @ (planet), a
large circle with a 22.5° axis running through it. We are currently located on @3 (Planet
Three). (Can you guess the blissymbol for the planet Mercury? Jupiter? The undiscovered
planet beyond Pluto?)

gas air atmosphere
Our first experience with gas is as bubbles in water. We live and breathe in a vast ocean
of air, but we are generally unaware of it. The blissymbol & (gas) suggests a rising bubble.

We can combine ™ (sky) and & (gas) to make § (air). We can combine — (world) and 3 (air)
to make & (atmosphere).
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= o> o

forward blow wind

If we rotate & (gas), giving it a direction, it will o> (blow). We put it in the sky and get &
(wind), a blissymbol for something you cannot see. Blissymbols are ideograms, pictures
of ideas.

We cannot see emotions, but we can feel them. How can we express emotions and feel-
ings in symbols?

Q &

emotion love

Blissym uses the familiar O symbol as the root symbol for emotion. By combining © with
-, we get & (love), from the heart.

like dislike happy sad

These are just a few of the emotions or feelings we can represent. The suffix (posi-
tive/negative or up/down) identifies the emotion.

We can also represent ideas and processes of the mind.

i m ] (=)

mind idea knowledge fact

The blissymbol ™ (mind) comes from the shape of the tops of our heads. The blissymbol
O (knowledge) combines ™ and A (building), the mind'’s storehouse.

We have seen lots of things (nouns) and some specific actions like NI (hit) and \F (throw).
How do we represent action in the abstract?
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legs and feet, action
walk

The symbol _A (walk) comes from Egyptian Hieroglyphics. We further simplify it, pro-

ducing A (action).

creation

We combine A (action) and __ (earth) to make A (creation).

A A i

man woman person

Behold A (man), a standing figure incorporating the blissymbol A (action). This blissymbol

is based on a Chinese character.
Behold A (woman), a standing figure incorporating the blissymbol A (creation). It is im-
portant to recognize that the triangle shape is not a skirt, but is symbolic of the special
role of women in the creation of new life.

Behold | (person), a man or a woman.

Here is another example of using simplification to produce abstract symbols.

i M 7

building shelter protection

The blissymbol O (building) can represent any building, even buildings with flat or domed
roofs. We remove detail elements to produce M (shelter) and ™ (protection). A NI (tent)
isa U (fabric) M.~ has an important role in symbols about family.

AR

couple married couple family
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Notice that X4 is larger than A, as the people move into important new roles. We can
also replace the A and A with L (person) to make alternate, gender-independent symbols:
1l (couple), 4+ (married couple), and K\ (family).

New symbols can also be made by repetition.

r "

grass grain
i 8 T
hair fur wool
i T T
rope, string, fabric, cloth clothing

thread, wire

The blissymbols ~ (grass) and 7 (hair) look similar. The difference is that ~ is on the ground,
and 7 is in the sky, perhaps closer to your head. A single blissymbol /S represents every-
thing which is long, thin, and flexible.

Blissymbols are always used for their meanings, never for their sounds or for their asso-
ciations with English words. For example, the word bow can have several meanings.

) 2 o %

bow bow bow bow

In English, the letters b o w can mean a bent standing posture, the front of ship, an
archery weapon, and a looping knot. In the Blissym Language, these distinct meanings
get distinct symbols.

= A z

pen, writing world Blissym, blissymbol
World Writing

The Blissym Language was invented in 1942 by Charles K. Bliss. His goal was to design a
visual language that could easily be learned by speakers of any language, to be used as an
instrument of international peace and understanding. The symbols could be produced
on a modified typewriter. While he was developing it he called it World Writing. That
name survives in the blissymbol Z (Blissym), formed by combining ./ (pen) and — (world).
That symbol is reduced in size to make the symbol for z (blissymbol).
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The Cornell Method

The Cornell method provides a systematic format for condensing and organizing
notes without laborious recopying. After writing the notes in the main space, use the left-
hand space to label each idea and detail with a key word or "cue."

Method: take down information in the notes area. When the instructor moves to a
new point, skip a few lines. Complete phrases and sentences as much as possible. For
every significant bit of information, write a cue in the left margin. To review, cover your
notes with a card, leaving the cues exposed. Say the cue out loud, then say as much as you
can of the material underneath the card.

When you have said as much as you can, move the card and see if what you said
matches what is written. If you can say it, you know it. The format provides the perfect
opportunity for following through with the 5 points of note-taking. Here they are:

1.

2.

Record. During the lecture, record in the main column as many
meaningful facts and ideas as you can. Write legibly.

Reduce. As soon after as possible, summarize these ideas and facts
concisely in the Recall Column. Summarizing clarifies meanings and
relationships, reinforces continuity, and strengthens memory. Also, it
is a way of preparing for examinations gradually and well ahead of
time.

Recite. Now cover the column, using only your jottings in the Recall
Column as cues or "flags" to help you recall, say over facts and ideas
of the lecture as fully as you can, not mechanically, but in your own
words and with as much appreciation of the meaning as you can.
Then, uncovering your notes, verify what you have said. This
procedure helps to transfer the facts and ideas of your long term
memory.

Reflect. Reflective students distill their opinions from their notes.
They make such opinions the starting point for their own musings
upon the subjects they are studying. Such musings aid them in
making sense out of their courses and academic experiences by
finding relationships among them. Reflective students continually
label and index their experiences and ideas, put them into structures,
outlines, summaries, and frames of reference. They rearrange and file
them. Best of all, they have an eye for the vital-for the essential.
Unless ideas are placed in categories, unless they are taken up from
time to time for re-examination, they will become inert and soon
forgotten.

Review. If you will spend 10 minutes every week or so in a quick
review of these notes, you will retain most of what you have learned,
and you will be able to use your knowledge currently to greater and
greater effectiveness. Advantages: Organized and systematic for
recording and reviewing notes. Easy format for pulling out major
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concept and ideas. Simple and efficient. Saves time and effort. “Do-
it-right-in-the-first-place system”. Disadvantages: None.

The Outlining Method

Dash or indented outlining is usually best when the information which is most
general begins at the left with each more specific group of facts, indented with spaces to
the right. The relationships between the different parts are carried out through indenting.
No numbers, letters, or Roman numerals are needed.

Method: Listening and then write in points in an organized pattern based on space
indention. Place major points farthest to the left. Indent each more specific point to the
right. Levels of importance will be indicated by distance away from the major point.
Indention can be as simple as or as complex as labelling the indentions with Roman
numerals or decimals. Markings are not necessary as space relationships will indicate the
major/minor points.

Advantages: Well-organized system if done right. Outlining records content as well
as relationships. It also reduces editing and is easy to review by turning main points into
questions.

Disadvantages: Requires more thought for accurate organization. This system may
not show relationships by sequence when needed. It doesn’t lend to diversity of a review
attach for maximum learning and question application. This system cannot be used if the
lecture is too fast.

When to Use: the outline format can be used if the lecture is presented in outline
organization. This may be either deductive (regular outline) or inductive (reverse outline
where minor points start building to a major point). Use this format when there is enough
time in the lecture to think about and make organization decisions when they are needed.
This format can be most effective when your note taking skills are super and sharp and
you can handle the outlining regardless of the note taking situation.

Example —

Extrasensory perception
-definition: means of perceiving without use of sense organs.
-three Kinds —
-telepathy: sending messages
-clairvoyance: forecasting the future
-psychokinesis: perceiving events external to situation
-current status —

-no current research to support or refute
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-few psychologists say impossible

The Mapping Method

Mapping is a method that uses comprehension/concentration skills and evolves in a
notetaking form which relates each fact or idea to every other fact or idea. Mapping is a
graphic representation of the content of a lecture. It is a method that maximizes active
participation, affords immediate knowledgeas to its understanding, and emphasizes critical
thinking.

Advantages: This format helps you to visually track your lecture regardless of
conditions. Little thinking is needed and relationships can easily be seen. It is also easy to
edit your notes by adding numbers, marks, and color coding. Review will call for you to
restructure thought processes which will force you to check understanding. Review by
covering lines for memory drill and relationships. Main points can be written on flash or
note cards and pieced together into a table or larger structure ata later date.

Disadvantages: You may not hear changes in content from major points to facts.
When to Use: Use when the lecture content is heavy and well-organized. May also be
used effectively when you have a guest lecturer and have no idea how the lecture is going
to be presented.

Example —
ERTEASENOREY PERCEPTIRNG
3 TYFPES
TELEF AT SLPIEVTARNC E FECHOKINESIS
o CENDIME o FOEECADTIMNG #F FERCEIVIMG
HMESSASED TUHE FUTURE EVENT D

EXTERNAL T
SITUATICN
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The Charting Method

If the lecture format is distinct (such as chronological), you may set up your paper
by drawing columns and labeling appropriate headings in a table.

Method: Determine the categories to be covered in lecture. Set up your paper in
advance by columns headed by these categories. As you listen to the lecture, record
information (words, phrases, main ideas, etc.) into the appropriate category.

Advantages: Helps you track conversation and dialogues where you would
normally be confused and lose out on relevant content. Reduces amount of writing
necessary. Provides easy review mechanism for both memorization of facts and study of
comparisons and relationships.

Disadvantages: Few disadvantages except learning how to use the system and
locating the
appropriate categories. You must be able to understand what’s happening in the lecture.

When to Use: Test will focus on both facts and relationships. Contents is heavy
and presented fast. You want to reduce the amount of time you spend editing and
reviewing at test time. You want to get an overview of the whole course on one big paper
sequence.

PERIGD IMPORTANT PEOFLE BEVENTS SIGNMEICANCE

196165 e LJLAJLL .G A
WWVEOLVEMENT

The Sentence Method

Method: Write every new thought, fact or topic on a separate line, numbering as you
progress.

Advantages: Slightly more organized than the paragraph. Gets more or all of the
information. Thinking to tract content is still limited.

Disadvantages: Can’t determine major/minor points from the numbered sequence.

Difficult to edit without having to rewrite by clustering points which are related. Difficult
to review unless editing cleans up relationship.
When to Use: use when the lecture is somewhat organized, but heavy with content which
comes fast. You can hear the different points, but you don’t know how they fit together.
The instructor tends to present in point fashion, but not in grouping such as “three related
points.”
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Example 1 -

A revolution is any occurrence that affects other aspects of life, such as economic life,
social life, and so forth. Therefore revolutions cause change (see page 29 to 30 in your
text about this).

Sample Notes —

Revolution — occurrence that affects other aspects of life: e.g., econ., socl. Etc. C.f. text,
pp. 29-30

Example 2 —

Melville did not try to represent life as it really was. The language of Ahab, Starbuck, and
Ishmael, for instance, was not that of real life.

Sample Notes —

Mel didn’t repr. Life as was; e.g. lang. Of Ahab, etc. no of real life.

Example 3 —

At first, Freud tried conventional, physical methods of treatment such as giving baths,
massages, rest cures, and similar aids. But when these failed he tried techniques of
hypnosis that he had seen used by Jean-Martin Charcot. Finally, he borrowed an idea
from Jean Breuer and used direct verbal communication to get an unhypnotized patient to
reveal unconscious thoughts.

Sample Notes — Freud 1st

— used phys. trtment; e.g., baths, etc. This fld. 2nd

— used hypnosis (fr. Charcot)

Finally — used vrb. commun. (fr. Breuer) — got unhpynop, patnt to reveal uncons. thoughts.
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INTERPRETING NOTES

The interpreter who translates a speech after he has listened to it, either in its whole
length or cut in several portions, is said to be working in consecutive mode using notes to
help his memory. These notes are not part of any conventional graphic system and
everyone is free to develop his own technique. Nevertheless, a certain number of basic
rules facilitate the recording of details of the speech, which would by their great number
clog the interpreter’s memorizing capabilities or could be mixed up during the speech into
the translated (target) language.

Contrary to what one might think, it is not appropriate to note the speech
in shorthand since this would duplicate the task: First decipher the notes and then translate
the language. The notes taken must thus be readable in any language just like pictograms
which are understood worldwide (just think of the sketches symbolizing the different
disciplines at the Olympic Games) since not related to any specific language.

The interpreter must listen with utmost concentration to the speaker and only write
the information which he or she judges sufficient to render the original, respecting its
structure like names and titles of person or companies, figures, etc.

Again, it must be understood that the aim of interpreting notes is not to transcribe
the speech, i.e. it is not a different form of shorthand. The idea is to write the minimum
that will, at a quick glance, elicit in the interpreter's mind the ideas of the speech, so that it
can be re-expressed in a different language.

TYPICAL NOTES

The interpreter must analyse the speech and write the information in abstract form.
For instance, the letter “E” laid on its back (like the Cyrillic Il =sh) will represent
Europe, and one can specify whether eastern, western or central Europe is meant by
slashing the relevant upward leg; one horizontal bar with two vertical bars underneath will
represent a table as seen from the side, which means a meeting, a conference, etc.

These ideograms are at the same time linked by a simple system of arrows and
brackets to render the structure of the sentence. One can consequently note that a sum
increased (or decreased according to the arrow’s direction) by a certain percentage to
reach another value. A bracket before an action (verb) indicates that it will take place in
the future and vice versa.

As an example, the notes in the illustration read: “We are particularly glad to inform
you about an important increase in our company'’s revenues, which rose by 10 percent,
from 3.5 to 3.85 billion (*) dollars. This derives from huge sales of helicopters. The United
States of America bought 50 and South Africa 20 of them. On the other hand we must
relocate parts of our production in these countries.”

(*) a “billion” (bn) is called in most languages “milliard”, Md or mrd. Some people
have even created complete systems of abbreviations to note all academic titles,
administrative functions, military grades, etc. This system has a drawback: it is, just like
shorthand, too tightly linked to a given language.
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The sentences are usually written vertically in a notebook, each one being separated
from the others by a horizontal line. After reading each sentence, the interpreter slashes it
(discreetly). This small gesture has an important psychological effect: It’s like when you
erase data on a computer memory, you make space free for other data.

Sentence Note taking template

percent, from 3.5 to 3.85 billion (*)
dollars. This derives from huge sales of 3.5mrd $
helicopters. The United States of America
bought 50 and South Africa 20 of them.
On the other hand we must relocate parts

of our production in these countries.”
JQ’//

USA : 50
S. Af.: 20

“We are particularly glad to inform you o
about an important increase in our 10 % 3,85
company’s revenues, which rose by 10 r—)

Lt

e

TEN BAD LISTENING HABITS

The business of becoming a good listener primarily consists of getting rid of bad

listening habits and replacing them with their counterpart skills.
1. Calling the Subject Dull

Bad listeners often finds a subject too dry and dusty to command their attention and
they use this as an excuse to wander off on a mental tangent. Good listeners may have
heard a dozen talks on the same subject before, but they quickly decide to see if the
speaker has anything that can be of use to them.

The key to good listening is that little three-letter word use. Good listeners are
sifters, screeners, and winnowers of the wheat from the chaff. They are always hunting for
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something practical or worthwhile to store in the back of their mind to put to work in the
months and years ahead.
2. Criticizing the Speaker

It's the indoor sport of most bad listeners to find fault with the way a speaker looks,
acts, and talks. Good listeners may make a few of the same criticisms but they quickly
begin to pay attention to what is said, not how it is said. After a few minutes, good
listeners become oblivious to the speaker's mannerisms or his/her faults in delivery. They
know that the message is ten times as important as the clothing in which it comes garbed.

3. Getting Overstimulated

Listening efficiency drops to zero when the listeners react so strongly to one part of
the presentation that they miss what follows. At the University of Minnesota we think this
bad habit is so critical that, in the classes where we teach listening, we put at the top of
every blackboard the words: Withhold evaluation until comprehension is complete -- hear
the speaker out. It is important that we understand the speaker's point of view fully before
we accept or reject it.

4. Listening Only For Facts

| used to think it was important to listen for facts. But I've found that almost
without exception it is the poor listeners who say they listen for facts. They do get facts,
but they garble a shocking number and completely lose most of them.

Good listeners listen for the main ideas in a speech or lecture and use them as
connecting threads to give sense and system to the whole. In the end they have more facts
appended to those connecting threads than the catalogers who listen only for facts. It isn't
necessary to worry too much about fact as such, for facts have meaning only when
principles supply the context.

5. Trying To Outline Everything

There's nothing wrong with making an outline of a speech — provided the speaker is
following an outline method of presentation. But probably not more than a half or perhaps
a third of all speeches given are built around a carefully prepared outline.

Good listeners are flexible. They adapt their note taking to the organizational
pattern of the speaker — they may make an outline, they may write a summary, they may
list facts and principles — but whatever they do they are not rigid about it.

6. Faking Attention

The pose of chin propped on hand with gaze fixed on speaker does not guarantee
good listening. Having adopted this pose, having shown the overt courtesy of appearing to
listen to the speaker, the bad listener feels conscience free to take off on any of a thousand
tangents.

Good listening is not relaxed and passive at all. It's dynamic; it's constructive; it's
characterized by a slightly increased heart rate, quicker circulation of the blood, and a
small rise in bodily temperature. It’s energy consuming; it's plain hard work. The best
definition I know of the word attention is a "collection of tensions that can be resolved
only by getting the facts or ideas that the speaker is trying to convey."

7. Tolerating Distraction

Poor listeners are easily distracted and may even create disturbances that interfere
with their own listening efficiency and that of others. They squirm, talk with their
neighbors, or shuffle papers. They make little or no effort to conceal their boredom.
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Good listeners try to adjust to whatever distractions there are and soon find that they can
ignore them. Certainly, they do not distract others.
8. Choosing Only What's Easy

Often we find the poor listeners have shunned listening to serious presentations on
radio or television. There is plenty of easy listening available, and this has been their
choice. The habit of avoiding even moderately difficult expository presentations in one's
ensure-time listening can handicap anyone who needs to use listening as a learning tool.

9. Letting Emotion-Laden Words Get In The Way

It is a fact that some words carry such an emotional load that they cause some
listeners to tune a speaker right out: such as, affirmative action and feminist-they are
fighting words to some people.

| sometimes think that one of the most important studies that could be made would
be the identification of the one hundred greatest trouble-making words in the English
language. If we knew what these words were, we could ring them out into the open,
discuss them, and get them behind us. It's so foolish to let a mere symbol for something
stand between us and learning.

10.Wasting the Differential Between Speech and Thought Speed

Americans speak at an average rate of 125 words per minute in ordinary
conversation. A speaker before an audience slows down to about 100 words per minute.
How fast do listeners listen? Or, to put the question in a better form, how many words a
minute do people normally think as they listen? If all their thoughts were measurable in
words per minute, the answer would seem to be that an audience of any size will average
400 to 500 words per minute as they listen.

However, with training in listening, the difference between thought speed and
speech speed can be made a source of tremendous power. Listeners can hear everything
the speaker says and not what s/he omits saying; they can listen between the lines and do
some evaluating as the speech progresses. To do this, to exploit this power, good listeners
must automatically practice three skills in concentration:

Anticipating the next point. Good listeners try to anticipate the points a speaker
will make in developing a subject. If they guess right, the speaker's words reinforce their
guesses. If they guess wrong, they'll have to do some thinking to discover why they and
the speaker failed to agree. In either case, their chances of understanding and
remembering what was said is nearly double what it would have been if they had simply
listened passively.

Identifying supporting material. Good listeners try to identify a speaker's
supporting material. After all, a person can’t go on making points without giving listeners
some of the evidence on which the conclusions are based.

Recapitulating. With the tremendous thought speed that everyone has, it is easy to
summarize in about five seconds the highlights covered by a speaker in about five
minutes. When the speaker stops to take a swallow of water or walks over to the
blackboard to write something or even takes a deep breath, the experienced listener makes
a mental summary. Half a dozen summaries of the highlights of a fifty-minute talk will
easily double the understanding and retention important points in a talk.
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TAKING NOTES

When you are taking notes listen carefully and test your understanding. When you
are reviewing, notes provide a gauge to what is important in the text. Personal notes are
usually easier to remember than the text. The writing down of important points helps you
to remember then even before you have studied the material formally.

Each student should develop his or her own method of taking notes, but most
students find the following suggestions helpful:

1) Make your notes brief.

2) Never use a sentence where you can use a phrase.

3) Never use a phrase where you can use a word.

4) Use abbreviations and symbols, but be consistent.

5) Put most notes in your own words. However, the following should be noted
exactly:

- Formulas;

- Definitions;

- Specific facts.

Use outline form and/or a numbering system. Indention helps you distinguish major
from minor points. If you miss a statement, write key words, skip a few spaces, and get the
information later. Don’t try to use every space on the page. Leave room for coordinating
your notes with the text after the lecture. You may want to list key terms in the margin or
make a summary of the contents of the page.

SAVING TIME ON NOTETAKING

Here are some hints regarding taking notes on classroom lectures that can save time
for almost any student. Some students say that they plan to rewrite or type their notes
later. To do so is to use a double amount of time; once to take the original notes and a
second to rewrite them. The advice is simple: DO IT RIGHT THE FIRST TIME!

Second, there are some students who attempt to take notes in shorthand. Though
shorthand is a valuable tool for a secretary, it is almost worthless for a student doing
academic work. Here's why. Notes in shorthand cannot be studied in that form. They
must first be transcribed. The act of transcribing notes takes an inordinate amount of time
and energy but does not significantly contribute to their mastery. It is far better to have
taken the notes originally in regular writing and then spend the time after that in direct
study and recitation of the notes.

Third, do not record the lesson on a cassette tape or any other tape. The lecture on
tape precludes flexibility. This statement can be better understood when seen in the light
of a person who has taken his/her notes in regular writing. Immediately after taking the
notes this person can study them in five minutes before the next class as s/he walks toward
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the next building, as s/he drinks his/her coffee, or whatever. Furthermore, this student, in
looking over his/her notes, may decide that the notes contain only four worthwhile ideas
which s/he can highlight, relegating the rest of the lecture to obscurity. Whereas the
lecture on tape has to be listened to in its entirety including the worthwhile points as well
as the “garbage”, handwritten notes may be studied selectively. A student who takes the
easy way out — recording the lecture on tape as he or she sits back doing nothing — will
box him or herself into inflexibility.

NOTE MAKING

Learning to make notes effectively will help you to improve your study and work
habits and to remember important information. Often, students are deceived into thinking
that because they understand everything that is said in class they will therefore remember
it. This is dead wrong! Write it down.

As you make notes, you will develop skill in selecting important material and in
discarding unimportant material. The secret to developing this skill is practice. Check
your results constantly. Strive to improve. Notes enable you to retain important facts and
data and to develop an accurate means of arranging necessary information.

Here are some hints on note making:

1. Don’t write down everything that you read or hear. Be alert and attentive to the

main points. Concentrate on the “meat” of the subject and forget the trimmings.

2. Notes should consist of key words or very short sentences. If a speaker gets
sidetracked it is often possible to go back and add further information.

3. Take accurate notes. You should usually use your own words, but try not to
change the meaning. If you quote directly from an author, quote correctly.

4. Think a minute about your material before you start making notes. Don’t take
notes just to be taking notes! Take notes that will be of real value to you when
you look over them at a later date.

5. Have a uniform system of punctuation and abbreviation that will make sense to
you. Use a skeleton outline and show importance by indenting. Leave lots of
white space for later additions.

6. Omit descriptions and full explanations. Keep your notes short and to the point.

Condense your material so you can grasp it rapidly.

Don’t worry about missing a point.

Don’t keep notes on oddly shaped pieces of paper. Keep notes in order and in

one place.

9. Shortly after making your notes, go back and rework (not redo) your notes by
adding extra points and spelling out unclear items. Remember, we forget
rapidly. Budget time for this vital step just as you do for the class itself.

10. Review your notes regularly. This is the only way to achieve lasting memory.

o N
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