Mrs. Tyler

        TAKING NOTES ONTO NOTE CARDS 


The note card method is designed to facilitate the actual writing of your paper. It may seem tedious and cumbersome but it is the most efficient method to collect and organize information. 


The order in which you take notes will not be the order in which you will use them in your paper; therefore it is important to keep them independent of each other and clear in meaning to you.  


1. Keep notes on cards or slips of convenient, standard size. You will want to be able to file and rearrange them. 


2. When you begin taking notes, in the upper right hand corner  put the source and the page number.  You may use initials of the author or a shortened title of the book or some other code.


3. Put subject headings on your note cards in the upper left-hand corner. (For instance, if your topic is Ramses II, one topic might be his military prowess, another might be his building of Abu Simbel, another might be his personal life (he did live to be 99 and had 150 children!) You may have several note cards with the same heading, but the note card information may be from different sources. As you read the information from your resource material, briefly summarize the information in your own words on the note card. Do not copy word for word from a source unless you plan to quote the author in your paper.  


4. The amount and kind of information you write on each card will vary. It is best to focus on only one idea or concept per card. That does not mean you need to write only one sentence on a card.  


5.  Remember to write in your own words, that is, to paraphrase the words you are reading. A research paper is written in your words with the use of quotations for words or ideas of someone else.  


6. Do not put two sources on the same card.  It gets confusing.   


7. Write on one side of the note card only.  It's easier when you are arranging your notes for an outline or draft, if there is writing on just one side. 


8.  Remember to put quotation marks around all direct quotes. Thus any words without quotation marks will be your words, or common knowledge or accepted fact. (It is frustrating to have to guess from notes whether a good phrase is somebody else's or your own.)  


9. Whenever you are copying word for word, copy exactly and use quotation marks. If you omit anything, indicate with ellipsis points (three spaced dots . .  .).  If you add anything not in the original quotation, put it in square brackets { }, not parentheses ( ).  


As you read you will discover that not all printed material will be of equal value to you. You may find as you read that you already have such information on note cards.  You may also decide that a book is not helpful.  You will learn to be discriminating in your search for information.

