[image: image1.png]


Creating Notecards
I.  What to Write on Notecards 

A.  Any fact or idea on your topic that is not generally known should go on a note card (4 x 6 lined cards are best). 

B.  It is better to take more notes than you think you'll need than to miss important information for your project or to have to go back and look up something in a book or magazine article a second time (you won't remember everything you read without thorough notes). 

II.  How to Begin Taking Notes 

A.  If you are using a book, look over the table of contents to find the chapters that seem to pertain to your research topic. Then skim these sections before beginning to take notes to give yourself an overview of the material and to decide what is important for your topic and should be written down. 

B.   If you are using a magazine article, skim first and then determine which information is important for your topic and should be written down. 

III.  Two Ways to Record Information 

A.  Quote the author: You may quote the author of a book or magazine directly by copying the author's exact words onto a notecard (even a short phrase of a few words must be copied exactly) and putting quotation marks around these words (see sample on back page). You must also list the page number from which the author's words are taken. 

B.  Paraphrase the author: You may paraphrase the author's ideas by restating or summarizing these ideas in your own words (see sample on back page). You must be careful to use all your own words, not a few of yours and a few of the author's or you will be guilty of plagiarism. You will still need to cite the exact page number from which you have paraphrased the author. 

IV.  Four Items a Finished Notecard Should Have 

A.  Contains the information you decided to write down, showing clearly what is quoted and what is paraphrased (quotation marks will indicate which is which). 

B.  Indicates the exact page number on which the information appeared in the book or magazine article. 

C.  Names the source (book or magazine article) from which the information was taken. This is indicated by the code letter or code number that matches the bibliography card you have already made for this source. 
D.  It should have a short heading that summarizes in a word or short phrase the main idea of the information you have written on the card. This summary heading will help organize information for your outline. 
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