
  

Best Practices for Making Student Notes 
Adapted from Missouri State University 

 
What to include: 

Include notes that will help the student. 

• “Reminded student to get transcripts sent to the Admissions Office as soon as 
possible to avoid registration hold for spring.” 

Include notes that will help future advisors understand the student or the advice that 
you gave. 

• “Explained GCP courses and mapped out


