CBSE CLASS 11 ENGLISH CORE
Complete Mastery Guide: Note-Making, Abbreviations & Summary Writing
1. Overview of CBSE Class 11 Note-Making
Note-making is an assessed academic skill defined as the systematic process of extracting, organizing and shortening key information from a long passage It tests a student's ability to comprehend a passage, extract vital information, structure data logically using abbreviations, and condense ideas concisely.
	Marking Scheme Breakdown (Total: 8 Marks):
• Note Making: 5 Marks (Format: 1 Mark for Title & Subheadings, 1 Marks for Numbering /Indentations, 1 mark for key/glossary, 2 Marks for Notes)
• Summary: 3 Marks (Content: 2 Marks, Expression: 1 Mark within 50 words)


2. Standard Format & Layout
The note-making format must be strictly hierarchical, utilizing headings, subheadings, and sub-subheadings. Avoid writing long, complete sentences in notes.
Title: Must be catchy, derived from the central theme of the passage, and placed at the top center.
Headings (Main Points): Numbered sequentially (1, 2, 3, etc.). Represents major sections of the passage.
Sub-Headings: Indented underneath main headings and labeled with decimals (1.1, 1.2, 2.1, etc.).
Sub-Sub-Headings: Further indented details labeled with lowercase letters or deeper decimals (1.1.1, 1.1.2, etc.).
Key to Abbreviations: A mandatory separate box or section placed right after  notes, decoding all short forms used.
Summary 
3. The System of Abbreviations
Abbreviations save space and time. However, excessive abbreviation makes notes unreadable. CBSE guidelines require at least 4 distinct abbreviations along with a proper Key.
Rules for Creating Abbreviations:
1. Capitalized Short Forms: Use standard acronyms for well-known terms (e.g., WHO, UNESCO, AI, IT).
2. Root Word + Initial Letters: Retain the first few letters and drop vowels (e.g., govt. for government, mgt. for management, dev. for development).
3. Universal Symbols: Use standard mathematical and scientific symbols where applicable (e.g., +, -, >, <, %, &,w/o for without, w/ for with).
4. Contractions: Taking the first and last letters (e.g., Mr., Dr., Dept., Ltd.).
Sample Key to Abbreviations Table:
	Abbreviation Used
	Full Word / Term

	govt.
	government

	dev.
	development

	edu.
	education

	info.
	information


4. The Summary Part
The summary is a connected, flowing paragraph representation of your notes. It is NOT a reproduction of the original passage, but a condensed version synthesized from your notes.
Crucial Rules for Summary Writing: The summary should be brief and should be made using notes prepared. It is important that one keeps in mind the word limit of the summary and strictly adheres to the notes.
Word Limit: Strictly adhere to the prescribed limit (usually 50 words)
Flow & Connectivity: Use appropriate transition words and connectors (e.g., Furthermore, Consequently, In addition, However, Therefore).
No New Information: Do not introduce personal opinions, examples, or facts not present in the original text.
Third-Person Perspective: Write objectively without using 'I', 'we', or 'you'.

Crucial Rules for Note Making :
Select only the relevant data and include only the essential phrases from the passage.
Try to use a minimum amount of words. Complete sentences would not be accepted as notes. Thus, the usage of full sentences must be avoided.
Eliminate the use of auxiliary verbs, Prepositions etc.
It is necessary to give a suitable title to notes and maintain proper indentation.
It is mandatory to make at least four headings and subheadings.
It is mandatory to include at least four abbreviations along with at least one symbol in your notes. Add a full stop after each abbreviation to make it clear for the reader. They should be common and easily identifiable. For example- “carbs.” For Carbohydrates
It is necessary to prepare a key to abbreviations (minimum four+1 symbol) and enclose it within a box.
5. Step-by-Step Solved Example
Digital learning has profoundly transformed modern education by shifting traditional classrooms toward flexible online platforms, benefiting nearly 70% of institutions worldwide. This widespread adoption allows educational bodies to utilize advanced e-tools extensively. Furthermore, global data indicates that roughly 70% of schools now rely on these tools to streamline administrative tasks and enhance pedagogical delivery. It offers personalized pacing and cost-effective resource sharing through multimedia engagement, which significantly improves student retention and understanding while effectively bridging geographical gaps. Additionally, online portals provide greater accessibility for students in remote or rural areas who otherwise lack quality institutional reach, ensuring they receive flexible learning opportunities without physical boundaries.
​Despite these advantages, several critical challenges persist in contemporary educational ecosystems. The digital divide creates major disparities due to a lack of adequate technological infrastructure and stable internet connectivity across different regions. Additionally, excessive screen time leads to physical health issues, including chronic eye strain and a sedentary lifestyle among students who spend long hours studying indoors. Finally, constant notifications from social media applications serve as major distractions, heavily impacting concentration, daily focus, and overall academic productivity among learners.
	TITLE: THE IMPACT OF DIGITAL LEARNING ON MODERN EDU.
1. Rise of Digi. Tech.
   1.1 shift from trad. classrooms to online platforms
           1.1.1acc. to global data, 70% schools use e-tool
           1.1.2flexibility & accessibility for rural students
   1.2 bridging geographical gaps
2. Major Benefits
   2.1 indiv. pacing & personalized modules
   2.2 cost-effective resource sharing
   2.3 multimedia engagement improves retention

3. Challenges Faced
   3.1 digital divide & lack of infrastructure
   3.2 health issues (eye strain, sedentary life)
   3.3 distraction via social media

KEY TO ABBREVIATIONS:
• edu. = education
• digi. = digital
• trad. = traditional
• acc. = according
• indiv. = individual
· & = And

SUMMARY:
Digital learning transforms modern education by shifting traditional classrooms to online platforms with roughly 70% institutional adoption. It enhances student engagement through personalized pacing and multimedia resources. However, challenges like the digital divide, physical health issues, and social media distractions require careful policy interventions for balanced educational growth.







