How to Take Notes and Create Note cards
Step 1:  Find sources with the information that you need.

Step 2:  Print out or copy the information and write the full documentation on the top.

Step 3:  Write a bibliography note card giving the full documentation information for the source and giving each source a source number (1, 2, 3, and 4 written in the top left hand corner of the bibliography card)

Step 4:  Go through your printed information and highlight anything important that would be useful for your research project

Step 5:  Put the information that you have highlighted on individual note cards as follows:


a.  one idea per card


b.  don't put too much info. on one card (put it on several cards)


c.  don't copy directly from the source (summarize, reword, or rearrange the info.)


d.  put the number of your source (1, 2, 3,or 4 according to your matching 
bibliography card) in the top left hand corner to show yourself where you got the 
information


e.  later, after completing your outline, you will put information in the top right 

hand corner that will correspond to the place in your outline where you will put 
the information

Your bibliography card should look like this:


2



Smith, Susan.  "Baseball's Forgotten Pioneers." 




 Sports Illustrated  30 March 1992:  72.

Your note card should look like this:


2








IIIA



Babe Ruth was once a name that everyone knew, but many young people 


today don't even recognize the importance of his accomplishments in the 


world of sports.

I created this note card from my source by Susan Smith (the 2 in the corner of the note card matches the 2 in the corner of the bibliography card of my source).  The IIIA shows the point on my outline where I will later use the information on this note card.  The original text said, " The great Babe Ruth was once a household name, but this generation has no appreciation for the way he changed the game with his outstanding performances throughout his career."  Note the rewording to avoid plagiarism.
