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Abstract: With the rapid world-scale economic development and the formation of the global 

village, the demand for a tremendous amount of interpreters in various kinds of intercultural 

communication is so much that the task of cultivating the interpreters with proficient foreign 

language skill as well as the excellent interpreting skills is urgent. Due to the characteristics of 

instantaneity of interpretation, interpreters face great challenges in extending the short-term 

memory to the maximum extent. Thus, the interpreters resort to note-taking to help store the 

source text information and enhance the quality and efficiency of extracting the information 

and expressing in the target language. This essay introduces some ways of taking notes in 

interpretation to help the learners to master basic techniques of note-taking to arouse their 

interest in interpretation and strengthen the interpreting effect. 
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1. INTRODUCTION 

 
As a verbal and mental process of extracting the meaning of a speech conveyed in the source 

text, and expressing it in another language within limited time, interpretation has the striking 

features of instantaneity and immediacy, requiring the interpreters to recall the original 

meaning and transfer between the languages without delay. Confronted with great challenges 

in fulfilling the languages-transferring task in a short time, interpreters resort to note-taking to 

reproduce the meaning by storing the memory of the information on paper. 

 

2. LITERATURE REVIEW OF NOTE-TAKING 

 
Note-taking is the practice of recording information captured from another source. By taking 

notes, the writer records the essence of the information, freeing their mind from having to recall 

everything. Notes are commonly drawn from a transient source, such as an oral discussion at a 

meeting, or a lecture (notes of a meeting are usually called minutes), in which case the notes 

may be the only record of the event. Note taking is a form of self 

discipline.(Wikipedia)Note-taking, as the most frequently-used memory aid, can help people 

in many aspects of life such as putting down the shopping lists, addresses, phone numbers etc. 

Note-taking serves as the clue to remind us of the tasks that should be performed. Some 

professionals in different circles use   specialized notes to help them complete the work task. 
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Especially the interpreters employ the device of note-taking to transform the temporary 

memory into the permanent one in case it should slip away from the mind in such limited time 

on the scene of interpretation.  

Many studies have been carried out on the note-taking in interpretation and plenty of experts 

in this field hold the views that note-taking could absolutely improve the memorizing function 

and exert an active and positive influence on its output. “Simply  speaking, by the writer of this 

textbook, interpretation is a kind of vocal communicative activity by listening to and decoding 

the information expressed by the source language speaker and then interpreting it into the 

target  language.”(Meideming,2003).According to the scholars’ point of view, instead of 

putting down every one literally ,the interpreters can use symbols and abbreviations to extract 

the meaning from the source language, shortening the time length of note-taking and 

quickening the process separating the sense from the linguistic and syntactic structure. 

 

3. WAYS OF NOTE-TAKING 

 
The process of taking notes in interpretation is to simplify the logical structure of source target 

and infer its meaning in a context that the relevant information can be stimulated in an effective 

way to help interpreters to get the idea thoroughly. Several methods of note-taking can be 

applied in the process of interpretation: 

 

3.1 Abbreviations of the words: 

 

An abbreviation (from Latin brevis, meaning short) is a shortened form of a word or phrase. It 

consists of a group of letters taken from the word or phrase. For example, the word 

abbreviation can itself be represented by the abbreviation, abbr., abbrv. or abbrev. 

(Wikipedia)The interpreters should use the abbreviations of the words proficiently to fulfill the 

task of putting down the primary information from the source language in a short time.The 

abbreviations of words are so frequently used that the examples are found everywhere: 

UN→the united nations, CEO→ Chief Executive Officer, IT→information industry, 

WTO→world trade organization, CAD→computer assisted design, R&D→research and 

development, IDD→international direct dialing, NY→New York City. The interpreters can 

also create the abbreviations of the words on their own according to their usual thinking pattern 

and note-taking habit during interpretation. The examples of the kind of original abbreviations 

are: INFO→ information, WK→ week, APT→ apartment, CMU→ communication, INFO 

→information, TRF→traffic. 

 

3.2 Symbols: 

 

Interpreters can resort to the symbols to represent the specific meaning of the information in the 

source language. As an independent discipline whose origin and development can be traced 
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back to the Aristotle and Plato times. Aristotle launched many discussions about the language 

symbols and signs and he once put it, Oral language is a sign of inner experience, and words are 

the symbols of spoken language.” The application of symbols in the process of interpretation 

can render the meaning of the words and semantic groups in the source information in the form 

of plain signs to make it clear at a glance. Various kinds of symbols can be used to indicate the 

meaning of language, and each symbol can embody several senses. The examples are 

abundant: 

＋      advance, enhance, increase, grow, improve, heighten 

∶      think, believe, consider, speak, tell, declare, mention, say, show, present… 

﹝﹞      including, within, among, inside… 

?        question, problem, trouble, doubt, suspicious, skeptical… 

@      about, at…  

·        viewpoint, opinion, idea, point…  

!        dangerous, alarming, wonderful, surprising…  

&      and , as well as, together with, along with…  

10d.  ten days later 

·d      yesterday…  

··d     the day before yesterday 

d·      tomorrow…  

d··    the day after tomorrow…  

↑       grow, increase, promote, go up, upwards, expand, develop, rise 

↓       decrease, drop, decline, descend, depress, deteriorate, reduce, downwards…  

↗     become better and better, grow/increase gradually…  

↑↑     rapidly   increase,   rise,   grow…  

↓↓     rapidly   decrease,   go down quickly…  

∵     because, thanks to, due to owing to,…  

∴     therefore, \, so, hence, consequently… 

∞      unlimited, endless, constant, forever… 

□       country, state, nation, kingdom, republic, federal, union…  

□·      abroad, alien, foreign…  

⊙      home, domestic, inside…  

In a word, symbols can indicate and describe the complicate language in brief and concise 

form. The process of interpretation can be regarded as a tremendous amount of decoding of the 

sense of signs that are beyond of restraint of traditions. 

 

4. CONCLUSION 

 
As Liu Heping put it, “Interpretation is the process which uses the simple language to solve  the 

complex things, not uses the complex language to deal with the complicated things.” Taking 
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notes in a concise and simple way contributes to the smooth review of the embodied senses of 

the source information for the interpreter. The use of abbreviations and symbols is no doubt the 

most appropriate way to cope with this problem of lack of time and difficult retrieval of the 

notes. Therefore, the mastery of methodologies and techniques of note-taking is of vital 

importance for the interpreters. 
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