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Systematic notes will make it clear to you later, as you are drafting your paper, just which words and phrases belong to your sources and which are your own. This is a crucial matter, for if any language from your sources finds its way into your final draft without quotation marks and proper documentation, you will be guilty of plagiarism, a serious academic offense.

The Three Main Ways to Take Notes:

Summarize

A summary condenses information, perhaps reducing a chapter to a short paragraph or a paragraph to a single sentence. A summary does not use key phrases from the original – the summary presents information in the student’s own words.  To summarize, reduce what you have read to a few important points using your own words. When summarizing, if you wish to use a few key phrases or a sentence from the author, you must copy word-for-word and use quotation marks.

Paraphrase

Like a summary, a paraphrase is written in your own words; as a summary reports significant information in fewer words than the source, a paraphrase retells the information in roughly the same number of words. To paraphrase, restate what you have read using your own words. When paraphrasing, if you wish to use a few key phrases or a sentence from the author, you must copy word-for-word and use quotation marks.

Quote Directly

A direct quote is exactly what it sounds like: a word-for-word quote from a source. To quote someone directly, record the statement or idea word-for-word and put quotation marks around this information.


The Note Cards:
 
Now that you have completed your survey of resources and have a working knowledge of your Works Cited page, it is time to take notes.  An organizational tool for this phase of the research process is a note card.
 

Instructions for Note Cards
1. Write on only one side of each 3x5 or 5x7 card.
2. Put the paraphrase, summary, or direct quote
3. Give the card a topic (called a slug) on the first line
4. Bottom right, put the source information in parenthesis- according to the Works Cited what “hits” the left margin- ex: (Franz) or (“Information”)
5. Bottom left write the type of note- Summary (S), Paraphrase (P), or Direct Quote (DQ)
6. For direct quotes, make sure to put quotation marks
   
Samples of Each Type of Card

Original

Public and scientific interest in the question of apes’ ability to use language first soared some fifteen years ago when Washoe, a chimpanzee raised like a human child by R. Allen Gardner and Beatrice Gardner of the university of Nevada, learned to make hand signs for many words and even seemed to be making short sentences. 
Since then researchers have taught many chimpanzees and a few gorillas and orangutans to “talk” using the sign language of deaf humans, plastic chips or, like Kanzi, keyboard symbols. Sarah, a chimpanzee trained by David Premack of the University of Pennsylvania, and Koko, a gorilla trained by the psychologist Francine Patterson, became media stars.

Eckholm, Eric. “Pigmy Chimp Readily Learns Language Skills.” New York Times Online. A1. 24 
June 1985.  Web. 24 Apr. 2012.




Summary						Paraphrase

	Types of Language
	
	
	Washoe’s accomplishment	Comment by Keller, Melissa D.: Slug or title
	

	
The ape experiments began in the 1970s with Washoe, who learned sign language. In later experiments some apes learned to communicate using plastic chips or symbols on a keyboard. (Eckholm)

Summary
	
	
A chimpanzee name Washoe, trained in the early ‘70s by U. of Nevada professors R. Allen and Beatrice Gardner, learned words in the sign language of the deaf and may even have created short sentences. (Eckholm)	Comment by Keller, Melissa D.: note	Comment by Keller, Melissa D.: source

Paraphrase	Comment by Keller, Melissa D.: type of note



Direct Quote

	Washoe- trainers & SL	Comment by Keller, Melissa D.: The slug or title
	

	
Washoe, trained by R. Allen and Beatrice Gardner, “learned to make hand signs for many words and even seemed to be making short sentences.” (Eckholm)	Comment by Keller, Melissa D.: The note	Comment by Keller, Melissa D.: The source

DQ	Comment by Keller, Melissa D.: The type of note




To get an “A” and have the correct information on your cards (to be able to use them), you need all four parts:
1. The slug or title
1. The note
1. The source information in parenthesis
1. The type of note (S, DQ, P)

				





“Tests find air emissions of toxic chemicals from a gas well, environmental group says." Dallas Morning News [Dallas, TX] 25 Apr. 2012. Gale Opposing Viewpoints In Context. Web. 7 May 2012.

Some of the chemicals detected during a gas company's hydraulic fracturing operation in February were at levels higher than Texas guidelines for long- or short-term exposure, the group said	Comment by Keller, Melissa D.: Negative effects

Negative effects
This February in Texas, chemicals emissions exceeded limits from a gas company’s fracking. (“Tests”)


Paraphrase









Earthworks said the air emissions occurred during hydraulic fracturing -- the process of forcing large amounts of treated water into a well to release trapped gas -- and flowback, when some of that liquid returns to the surface. 	Comment by Keller, Melissa D.: definition of fracking
Definition of Fracking
“the process of forcing large amounts of treated water into a well to release trapped gas “ (“Tests”)


DQ






Earthworks should have checked its results against the TCEQ's air monitoring comparison values, which are a different, better-defined set of criteria, wrote Tramm, Colleyville's consultant. None of the findings exceeded those comparison values. 	Comment by Keller, Melissa D.: testing shows levels but not conclusive
Earthworks' results do not indicate how long any of the detected emissions might have lasted, a key factor in determining health risks. 
Samples taken on Feb. 1 and Feb. 2 found at least one chemical above an effects screening level, but a sample on Feb. 9 found none. 
Testing conclusions
Although tests in early February found emissions, other later samples didn’t find the same chemicals.  The problem is that no one knows the duration because monitoring seems sporadic. (“Tests”)

Summary


