
How to take CORNELL NOTES for ASB 

There are four steps. The first letter of each spells the word “EPIC.”  Do your notes in this order: 

1. Equip your paper.   

2. Pay attention/take notes.   

3. I know, I wonder: Ask good questions.   

4. Capture the moment; reflect on the meeting.   

 

           Equip your paper 
 

   

Your Name 

Advisor’s Name 

Type of meeting (regular, emergency, etc.) 

Date 

Meeting Focus(Essential Question): 

Prom themes, Spring carnival, Club Rush Day 

 

I wonder/I know; 
Ask good questions 
 

 
 
Pay attention/Take good notes.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Capture the moment/reflect on the meeting; What are your goals for the 
week? 

 

 

   

 

Heading (MLA format) 

Make a line going down the 

page about a third of the 

way in from the left margin. 

Your notes should be on the agenda 

of the meeting; the input of the other 

officers, coming events and dates, 

etc.  

This means you’re going to re-

read your notes, highlight, 

and underline.  After that, 

you’re going to make 

questions about your notes 

and put these questions in 

the left-side column.  

This is where you really start 

learning and solidifying your 

part of the coming event or 

task. 

At the end of your notes (not the end of every page, but the end of the 

session of notes), write a good paragraph summarizing your goals and 

responsibilities coming out of this meeting.   
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Social Media Log 
**All posts will be logged in order to track our social media and maintain best practices with our postings** 
 

Name Date Time 
Social Media: 

 

Posts: describe pictures; actual text 
of Tweet or post; event information, 

etc. 
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