
5 Tips for Scribing Brainstorm Sessions 
 
You are standing in front of a whiteboard or flipchart with a marker in your hand and eager faces 
looking up at you. Your job is to capture a list of their ideas - to “scribe”.  Nervous? Want to 
make sure you do a good job? Here are 5 tips that can help you when you are scribing a 
brainstorming session. 
 

1. Alternate Colors.  By using 2 pen colors and switching for 
every item on the page, the ideas are easier to differentiate in 
a list. 

 
2. Repeat for clarity.  Repeat what you hear from a participant. 

This allows them to know that they have been heard, and to 
have the opportunity to clarify. If you don’t quite understand, 
repeat what they said and say ‘tell me more’. 

 
3. Use body language to maintain pace.  When the ideas are flying at you, it’s easy to 

become overwhelmed. Make eye contact with each person as you listen and clarify, 
while using small, subtle hand gestures to help people know that you hear them but want 
them to wait for a moment. Once the idea is captured, find the person who wanted to 
speak before and look them in the eye. 

 
4. Headline.  Don’t try to capture every word being said while you are scribing a 

brainstorm. Capture a few words that get the core of the idea. You don’t have time or 
space to write everything in that moment. However, you’ll want to elaborate later. When 
you NARROW these down and move forward with them, it’s important that you 
document the detail about what that idea was. 

 
5. Use THEIR words when possible. It’s tempting to interpret what is being said and write 

the items in your own words (especially when creating a headline on the fly). But, words 
are important and if you use their own words, they are more memorable and the 
participants know that they were heard.  

 
 


