
Introduction
BLUF: The Army depends upon an NCO’s ability to communicate effectively. 
Keeping well-organized and detailed notes will help you in your day-to-day 
taskings and communications with other Soldiers.

These notebook inserts provide tips for notetaking, which include:

1. Planning and prioritizing tasks
2. Documenting events, actions, and behaviors
3. Capturing and organizing ideas

The notes you take in your journal should give you the data you need to 
write effective reports such as counseling statements, award 
recommendations, or NCOERs.

If found, please contact
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For more information or to provide 
feedback about this tool, please contact: 

Dr. April Sanders 
april.d.sanders9.civ@mail.mil

Place these stickers in the beginning pages of your notebook.
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Setting up this book 

Creating an index will 
allow you to quickly
and easily find 
important notes 
you have taken by 
tracking the page 
number. As you add 
content you will 
begin to see recurring 
topics. This might be
the way you 
decide to organize
your index so you
can locate information
quickly when you 
need to refer back 
to it. For example,
you might make 
notes on an individual
Soldier, or take notes
for all assigned 
Soldiers on a specific 
date, etc.

Number every 
page.

Put "index": at the top of the 
next four ( 4) blank pages.

I0-D< 

MA� 2019: 5 

Brief Notes: 7, 9, 10-14 
Workouts: 8, 10, 12, 13 

TIP: You don't have to index or number your pages daily. Go 
back every week or so and index the important things you might 
want to refer back to. Indexing will help you keep everything 
collected so that you can go back to notes more easily.
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PFC Snuffy: 3, 10, 15, 22 
Counseling: 22, 35
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Events

Tasks

Notes

Tips for organization

MON.04MAR2019

Lock up motor pool

WEather should be clear

this week

writing seminar

Renew CAC @ 1430!

Plan road march

Local counseling

Lead PT @ 0530 - Field 2

Keep your notes brief and to the point.

Start with these 
three types of 
entries.

Once a page is 
complete, add it 
to the index.

Organize all of 
your task, events, 
and notes together 
under a specific 
label. 

Use the date or the 
event as the label 
distinguisher.

X

X

X

X through tasks 
as you complete 
them.
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TIP: If you know ahead of time what you need to do, great. If not, write as 
you go.

Draft 4.0



How to take notes
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1. Consider the 5 Ws (Who, What, Where, When, Why).
If you aren’t given all of this information, ask questions in order to get it.

2. Summarize what you’re told rather than trying to write down every
word.

Keep words and sentences brief. Don’t use a sentence when you can use a 
phrase, or a phrase when you can use a word.

Example:
Marksmanship training will be on December 4 at 9am
Marksmanship training - 04DEC 0900

3. Use indentations to distinguish between major and minor points.
Major point

Minor point

4. When planning tasks, make them specific enough so you can
complete them.

Example:
Get healthy 
Go for a run today

5. Leave blank spaces in between sections of notes, tasks, or events
to allow for adjustments.

6. Don’t be afraid to mark it up, cross things out, make changes, or
scribble and draw. The goal is to keep a rolling record of your
thoughts.

7. To indicate tasks that become higher priority, try using exclamation
points (!) and stars (*).

8. Review and (if desired) reorganize your notes later. Make sure your
writing is neat enough so that you can understand it.
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Example

Examples

06:00 Company Leaders meeting

Meet 1SG Johnson at his office after morning formation to 

discuss PFC Weitz Company Grade Article 15 

Weekly Training Meeting 

Morning Physical Training

Review Article 15 procedures info - see armycourtmartial 

website 

Check PMCS inspection sheets 

at motor pool 

First offense for Weitz. Top says CO wants to do this ASAP

Pre-meeting Notes: Items to bring: Leader book, Battle 

roster, Training Schedules, Maintenance Schedule

Completed Training:

- We trained on establishing an operations site

during last week’s FTX. Assessment that we are a “GO” for 

the task, with the following shortcomings: Weak local 

security during occupation. OPs need to improve camouflage 

skills. Everyone needs to learn the proper tactical symbols.”

XO needs assistant armorers in arms room for inspection prep

Smith and Jones at sick call

Mon.04MAR2019
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X

X

X

X

X

Push this to a later
 date
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Further resources

OneNoteNoteability
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Try digitizing your notes

Work on your writing

Many of the tips found on these 
inserts were informed by 
components of Ryder Carroll’s 
Bullet Journal® method. 

For more information and tips refer to: 

Google Keep

grammarly.com

Find them here
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www.bulletjournal.com/pages/learn
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