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For note takers to produce a good written record, they should present an
accurate account of what they hear during the listening session. During the small-
group discussion, he/she takes notes for each of the comments made by the
individuals in the small group. The note taker should also record anything he/she
shared as well. 

A suggested format is provided to help capture all feedback shared.

Contact Information 
(for community reporter to reach out to you for clarification, if necessary)

Name:__________________________________________________________________________________

Phone: _________________________________________________________________________________

Email: __________________________________________________________________________________

NOTE TAKER INSTRUCTIONS & SUMMARY FORM

Main Topic(s): answers the question, “what?” and describes the
central idea of what the person shared

Feedback Shared: answers the question “so what?”and explains
what the person had to say about his/her main topic

 
If multiple people share the same sentiment, it may be helpful to include tally
marks next to each comment instead of writing it repeatedly, and to help
remember how many people shared the same feedback (see example on
following page).

During the final portion of each small-group discussion, the facilitator will
instruct each group to review the notes taken thus far. The note taker will read
the notes aloud and capture any additional group comments. The note taker
will invite the group to share any significant quotes or phrases from other
group members that stood out to them and record those as well.

Scan the QR code with a smartphone camera 
or visit synod.lacatholics.org/training

for additional guidance on note taking.

https://synod.lacatholics.org/training


Parish Mission
Series

It was a good experience and would like again in future

|| Many people attended from different parts of the community

Main Topic(s)
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Discussion A

Feedback Shared:

Example:
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Greater 
Unity

There is a desire to begin ecumenical activities.

|| Continuing with multilingual Masses can support unity.

Main Topic(s)

Discussion B

Feedback Shared:

Example:



Main Topic(s)
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         Additional Space for Notes 

Feedback, Opinions, or Experiences Shared:


