English 2 Assassinations Research Project – Note-Taking Instructions

PLEASE DO NOT WRITE ON THIS SHEET.  YOU WILL RETURN IT WHEN YOU FINISH TAKING NOTES.

Taking notes is not simply opening a book (or whatever reference materials you are using) and writing or copying and pasting exactly what you find there.  Normally, you should begin by reading short sections of the source to determine if it contains information that could be used in your paper.  Do not use sources from which you find very little information, as these will not help you have balanced source information in your paper.  Once you find a source that you plan to use in your paper, you should do the following:

1. For each source that you use, you must fill out a blue, yellow, or green works cited sheet (from the library).  Be sure to fill out the appropriate sheet for the source as soon as you determine that it contains useful information.  You will have major problems as the project goes on beyond the note- taking stage if you do not have these sheets and if they are not filled out properly.

2. Exhaust all information from one source before moving on to another source.  If you try to move back and forth between books or between database articles or websites, you will have trouble remembering which source your information is coming from, which could cause you to attribute information to the wrong source.

Taking notes from all sources – books, computer databases, and internet websites:  You will not be taking handwritten notes for any of your sources.  Instead, you will put all information you get from your sources into the note template that you will be creating in the computer. After determining that there is sufficient information for your topic in the book, the database article or the website, be sure to fill out a blue, yellow, or green sheet for the source.  Please have each completed blue, yellow, or green sheet checked by Mrs. Stoner or a librarian as soon as you finish filling it out. These sheets will be turned in during the research process. As soon as you finish getting all information from a source, make sure you turn in the blue/yellow/green sheet. If you do not have your sheets checked by Mrs. Stoner or a librarian and/or you do not turn in your sheets after completing the work for the source, you will not get credit for the source.
Be sure to do the following while taking your notes (putting them into the note template):

      Books
1. Read the source to find information that you can use in your research. Information that you find in books should generally be entered as it appears in the source. However, you do not have to enter entire sentences. Only take the information that will be beneficial for your paper. Most of the information needs to be put into your own words when you write the paper, but it is easier to enter the information as it appears in the source when taking your notes. Only about 10% of the information in your research paper can be directly quoted.  Be sure to put quotation marks around the information that you enter into the note template so that you know the words are not your own. Each piece of information taken from books also needs to be followed by a proper parenthetical citation (see the instructions on the note template) that includes the page number(s) for the information. Make sure all information is entered into the appropriate part of the note template.
Database and Website Articles
1. You are not to copy and paste entire articles into your note template.  You need to treat the information on the computer screen the same way you treated the information in the books -- by reading each article to determine what information you can use.  
2. When you find information in your source that you want to use, copy it and then paste it into the appropriate part of the note template. After you have pasted the information, you must put it in quotation marks to indicate that the information is not in your own words, and follow it with an appropriate parenthetical citation. As with the book notes, you will have to put most of this information into your own words when you write your paper. (Remember, only about 10% of your paper can be directly quoted.)
Guidelines for Entering Notes from Books, Database Articles, and Website Articles into the Note Template
1.   You do not have to use complete sentences when taking notes.

2. You should only enter small bits of information at a time.  Do not enter entire paragraphs.
3. Make sure your information is placed in the proper part of the note template. 

4. You must follow each piece of information that you type or paste into the note template with a parenthetical citation.  The parenthetical citation identifies the source of the information and will match up with the appropriate blue, yellow, or green sheet that has been filled out for the source.  This is incredibly important.  Without this information, you will not be able to properly cite the information in your paper, which will lead to significant lost points and could even result in a zero for the final paper. Parenthetical citations for book sources must have page numbers listed for the information you enter, even if putting it into your own words, as it still needs to be cited in your paper and these citations contain the page numbers.  You must enter the page number that each piece of information comes from as part of your citation.  You cannot use a range of page numbers, such as 12-14.  You must have exact page numbers for all information taken from books. If a database or website article contains page numbers, be sure to also follow each piece of information that you copy and paste with the proper page number.  Most of these articles do not have page numbers, but some do, so pay attention to this.

5. Always skip lines between different typed and copied/pasted pieces of information.  This will make it easier for you and Mrs. Stoner to view and use the notes. (Make sure there is a citation at the end of every line that precedes a skipped line. If there is not a citation, it will be assumed that you do not have a parenthetical citation for the information, and you will lose points.)

6. Be sure to save your note template often so that you do not lose information if there is a power surge/outage.  Always save before closing out your note template.

7. Your note template will be turned in at the conclusion of the research time in the library.  You will need to go through the note template after printing it out to highlight all parenthetical citations before turning it in.  (Highlighters will be provided for this.)

8. All notes that you take must be in one note template.

