CENTENNIAL SCHOOL LIBRARY

TAKING NOTES

THE QUALITY OF NOTES LARGELY DETERMINES THE QUALITY OF THE RESEARCH PAPER; THEREFORE, TAKE NOTES CAREFULLY.

USE THESE TIPS TO DECREASE YOUR READING TIME.

SYMBOL 183 \f "Symbol" \s 18 \h
Refer to the table of contents and index, selecting only those sections that relate specifically to your topic.

SYMBOL 183 \f "Symbol" \s 18 \h
Skim materials as much as you can. Read the first sentence of a paragraph. If it is not to the point, run your eye down to the topic sentence of the next paragraph.

SYMBOL 183 \f "Symbol" \s 18 \h
When you find a promising paragraph or page, put a slip of paper in place to direct you back to it. Mark the slip with the page and paragraph number, in case it falls out. Do NOT mark a library book.

SYMBOL 183 \f "Symbol" \s 18 \h
When your have found pertinent information, reread those sections and take notes.

SCANNING A MAGAZINE OR NEWSPAPER ARTICLE

SYMBOL 183 \f "Symbol" \s 18 \h
Read the introductory paragraphs until you find the thesis.

SYMBOL 183 \f "Symbol" \s 18 \h
Read the topic sentence of each subsequent paragraph.

SYMBOL 183 \f "Symbol" \s 18 \h
Read any middle paragraph that especially interests you.

SYMBOL 183 \f "Symbol" \s 18 \h
Read the concluding paragraph.

SYMBOL 183 \f "Symbol" \s 18 \h
Take notes on any information which supports your topic.

SCANNING A BOOK

SYMBOL 183 \f "Symbol" \s 18 \h
Look at the book jacket, the introduction, or the preface for any information about the author and the author's purpose in writing the book.

SYMBOL 183 \f "Symbol" \s 18 \h
Notice the date of publication to judge if it suits your purpose.

SYMBOL 183 \f "Symbol" \s 18 \h
Study the table of contents to see what topics the book covers.

SYMBOL 183 \f "Symbol" \s 18 \h
Is there more than one index? How is it organized?

SYMBOL 183 \f "Symbol" \s 18 \h
If there is a bibliography, turn to it and copy any titles that seem appropriate for further research.

SYMBOL 183 \f "Symbol" \s 18 \h
If the book still interests you, turn to the chapters that apply to your topic and take notes.

SCANNING AN ELECTRONIC/INTERNET RECORD
SYMBOL 183 \f "Symbol" \s 18 \h
Read the phrases around your search terms. Search terms are easy to spot because they are usually highlighted.

SYMBOL 183 \f "Symbol" \s 18 \h
What other descriptors have been assigned?

SYMBOL 183 \f "Symbol" \s 18 \h
If it is a full text record, does it also have an abstract which you can read first?

SYMBOL 183 \f "Symbol" \s 18 \h
Read the title. If it is relevant, move on to the next record

SYMBOL 183 \f "Symbol" \s 18 \h
If the database indicates if the material is in Centennial School Library, only look at these records.

PARAPHRASE

A paraphrase is used when you use ideas but not exact words. A paraphrase is referenced if the information is specific and not general knowledge.

Sample paragraph from which notes will be taken.

In 1941 Mrs. Buck found the East-West Association, an organization she has described as "an educational experiment designed for friendship and mutual understanding between the peoples, especially of Asia and the United States. "The association brought lectures and entertainers from American and Asia and soon sent the tours to communities all over this country to speak and to demonstrate their ways of life. After ten years, Mrs. Buck suspended the association's activities partly for financial reasons and partly because events of the day dimmed her hopes for establishing better relations between the two worlds.

Sample Note Card


You do not need to write TOPIC or NOTES on each card.


The TOPIC will probably be the word(s) used in an OUTLINE.

TOPIC ----
East-West Association









A - 1
*









  p. 6

NOTES ----
- Founded 1941




- Goal -to educationally draw





together peoples of Asia & U.S.




- Sponsored tours of lectures & entertainers




- Ended 1951 - financial reasons &




- lost hope of gaining goal

*
CODE your notecards.



Place the same letter on all note cards from one source.



This letter matches the letter on the “Works Consulted” card. .
Place the letter in the top right hand corner of the card. 



The number says this is the first note card from that source. 


Your “Works Consulted” cards and page will give full information about this source. The abbreviated information that you give on the note card must be easily identified with only one citation.


This note came from a magazine article on the CD-ROM network. Note the Code - A - matches the note card. The citation is:









A


Smith, Sully. “Mrs. Buck.” Current Biography 15 Sept. 1997:



     4-8. Magazine Article Summaries. CD-ROM. Canebsco.



     Dec. 1998.

QUOTATIONS

Do very little quoting. A research paper, debate or speech should not be a list of quotations.. Usually direct quotations make up only 10% of the entire paper. For those sections in which quotations are used, be careful to punctuate correctly. In a debate or speech, directly say when you are using someone else’s exact words.

DIRECT QUOTATION ON NOTE CARD

Welcome house



B -2





  
 
 p. 2


Jane Saul, Director 


"We have a long waiting list of parents now, and the


great problem is that we don't have enough babies."

This note came from an Internet Site. The Works Consulted card:








B

The Pearl Buck Welcome House. Ed. Paul Huang.


     Bejing University. 23 Nov. 1998


     <http://www.bejinguniversity.edu>.

QUOTE WITHIN A QUOTE - USE SINGLE QUOTATION MARKS FOR QUOTATIONS WITHIN QUOTATIONS

Note: This is the second note card from the A source - see prior page


Childhood Activities



A -2







    p.24


"She played with Chinese children, visited in their


homes, and learned their customs, with the result,


she writes, that 'I had almost ceased to think of myself


as different, if indeed I ever thought so.'"
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