How to Prepare Note Cards

PROCEDURE

Always add a source to your bibliography befor e you take notes.

Make sure note cards indicate what is quoted and what is paraphrased.

Before you leave the library, make sure you have written a page number in the
lower left corner of each note card.

4. Beneat, and pay attention to formatting details.

5. Develop asystem for keeping your note cards organized.
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EACH CARD SHOULD CONTAIN: WHAT TO NOTE
1. only oneidea 1. any information that supports the
2. aspecific topic label for that card thesis
3. theauthor of the work (if no author, use o facts
title) o dStatistics
4. anote (one of the three types) o definitions
5. the page number(s) 2. statements by authorities on the
subject

TYPES OF NOTE CARDS: direct quotation note cards, paraphrase note cards, and summary
note cards

DIRECT QUOTATION NOTE CARDS

Use a DIRECT QUOTATION note when the author has phrased something particularly well,
when the words express a meaning as no other words could, or when an authority has concisely
stated an opinion relevant to your speech.

STEPSTO FOLLOW

1. Copy the quotation exactly.

2. Check to make sure you have copied al spelling and punctuation exactly.

3. Make sure that the section of the work you quote does not need the surrounding
material to keep the same meaning.

SAMPLE DIRECT QUOTATION NOTE CARD



Topic of Card
(not speech topic)

speaker

Yolume, aticle,

page number, etc,

"The old wotiom that palfution is ke
prica of progress seews fowlly 4o b
becoming o vele of the pest”

evy Foo Frewch
fm‘kjy ﬁa‘:—j ﬂ_w?_fyﬂ
for the Worldwateh Durtitute

Lrsue 3 155

PARAPHRASE NOTE CARDS

Author

Use a PARAHRASE NOTE most of the time, putting another's ideas into your own words.

STEPSTO FOLLOW

1. Ask yourself the author's purpose and/or main idea.
2. Put theideainto your own words.

3. Read what you have written to be sure that it reflects the author's idea.

SAMPLE PARAPHRASE NOTE CARD

Topic of Card
(not speech topic)

Paraphrase
Mote

Yolume, article,
page number, etc.

The Jhoht 4o Die Biverdantion

Twothods of Aealth costs vecuvr duving
He lest Forr mhnctes of wost
Asavicans b,
Athovgh Hhe vight to Aealth cave
should wot br dewind, 1ommrassery
favole metevvewtion defests Hhe

purgese of health cove.
STRS. #ealth, Yo #. 4vk. 1

SUMMARY NOTE CARDS

Author

UseaSUMMARY NOTE to record in your own words the essence of a passage without
examples and explanations. Summary notes are usually for less important or repetitive

information.



STEPSTO FOLLOW

1. Ask yourself the author's purpose and/or main idea.
2. Writethat ideain afew words.

SAMPLE SUMMARY NOTE CARD

Topic of Card
(not speech topic)

fistory of Drug Use Sfou v

The foch Aveces dvig vse from

Summary social 1 phaavel Logquwn @ the 19605
Mote do vouthe Lse P:_-H".i-:ufa_-rt’y ey
ﬁam_ge-m',

It provides statistics and
cutlbes successful drig education
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Yolume, article, {4-39

page number, etc.

Author



