	Williams

English 11
	Research Paper

Taking Notes (Note cards)


Once you have developed an adequate number of sources, you are ready to take notes.  HERE IS THE HEART OF YOUR RESEARCH, so do not hurry it.  

1. While doing research, make note of any information of value to your research paper.

2. BE SURE YOU KNOW WHERE EACH QUOTE/SUMMARY/PARAPHRASE CAME FROM.  This will save time looking it up later.

3. You will take more notes than you need to complete your paper.  It is better to have too much information, which can be pruned for basic essentials, than to have so little that you must search for more at the last minute.  
4. Even though some of your notes may seem to have little value, don’t throw them away.  Put them in a separate pack and label HOLD just in case you need them later.

5. Be sure to use the large 4x6 inch index card for notetaking, to avoid mix-up with the smaller 3x5 inch source cards.

6. Avoid unusual abbreviations as a form of shorthand in notetaking.  You need to be able to understand your notes later!  

7. Write on one side of the card.  If you must continue onto a second card, write “continued” at the top and label each card A and B.

8. Place one idea on each card.

9. Notes may be of the following types: quotation, paraphrase, summary, or personal comment.

10.    Definitions from the Writer’s Choice textbook, p.327:

Paraphrase: a restatement of information in your own words

Summary: 
a brief synthesis of a long passage containing only main ideas and key supporting information

Direct quotation: the exact wording of a source, set off with quotation marks




10. At the top center of each card, on the red line, write the type of note you are making (Summary, Paraphrase, or Direct Quote).

11. Each card should have a descriptive label consisting of a main heading and subheading from your outline.  If you haven’t developed your outline yet, leave space for this information and fill it in later.
12. Each card contains five essential pieces of information:

· Type of card (quotation, summary, paraphrase, or personal comment)

· Outline main heading

· Outline sub heading

· Body of note

· Reference to the source (author’s last name and page number)

13. Read the source material thoroughly before writing your note and then digest what you have read into one key idea.

14. ***Notes which summarize, comment upon the text, and/or evaluate what you have read are superior to quotation notes because more of YOU is put into the paper, and that is what your instructor wants to see.

15. Identify facts and opinions in your notes.  If the author expresses a personal opinion, record it as such in your notes and preface his opinion with the phrase, “according to the author,” or some similar phrase.

16. Facts of common knowledge need not be documented.  Such statements as “Columbus discovered America in 1492” and “Henry Hudson sailed up the Hudson River” are common knowledge and need not be documented or carry a citation.

17. Statements (a) which have questionable validity and /or (b) are controversial in nature, and/or (c) which contain little-known facts must be documented.
18. Copy quotations exactly including punctuation, spelling, capitalization, paragraphing, and errors.

19. ***Use quotations only when you wish to retain the exact wording of the author because his statement (1) is not clear, (2) is of great significance, or (3) is of a challenging nature.  Be very selective in choosing quotations.

20. Ellipses are used to indicate the omission of a few words from a quotation when such omissions are irrelevant to your subject.  

a.  Use three spaced dots when the omission is in the middle of a sentence.

b.  Use three spaced dots plus a period (four spaced dots) when the omissions are at the end of a sentence.

Examples:

Middle ellipsis: The flower then shows “a temporary effect of profound grief while the water theme is ultimately related to the cause…and the emotional impact would be weakened if either were omitted.”

End ellipsis: “Much form and substance of the poem flows from the effective usage of the water imagery….”

BE VERY SELECTIVE IN USING ELLIPSES.  IN MY EXPERIENCE, STUDENTS OVER-USE THEM.

21. When ellipses end a quotation, place the ellipses inside the quotation mark.

22. Indicate the omission of an entire paragraph or more by a full line of double spaced periods (ellipses).

Example: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

23. When you wish to insert your own words within a quotation, place brackets around your words.

Example:  “It [identity] is a little like the experience of a small boy first seeing himself in the multiple mirrors at the barber shop.”

Source ____


Quotation





Outline (Roman numeral): __________________


Outline (Letter): ________________________





“No use worrying.  What is to be must be.  If anyone is really determined to kill me, I shall be killed.”


Page ____





Source ____


Summary





Outline (Roman numeral): __________________


Outline (Letter): ________________________





Mrs. Lincoln requested Parker guard the President, not knowing his unsavory reputation





Page ____





Source ____


Paraphrase





(Outline (Roman numeral): __________________


Outline (Letter): ________________________





Mrs. Lincoln dismissed the regular guard.  She then requested that Parker be assigned the special task of guarding the President.  It is assumed that Mrs. Loncoln did not know about Parker’s reputation for drunkenness while on duty, unbecoming conduct and being AWOL from his post.  


Page ____





Personal Comment





Outline (Roman numeral): __________________


Outline (Letter): ________________________





It seems incredible that the Pres. of the U.S. found it difficult to find someone willing to accept a presidential invitation to sit in the Presidential Box during the performance.





Is it of interest to know more about Clare Harris, who accepted the invitation?


Page ____








