A Brief Guide to Note Cards and Note Taking
Step #1
Think of the possible categories of information which relate to your paper topic.  As you read, you will probably add 

additional categories to your list.

Step #2
Use 3” x 5” lined note cards for taking your notes.  Cards are easier for note taking and organizing your notes for an 

outline than sheets of paper.  You should try this technique at least once in your life; now is that time.

Step #3
After reading a few paragraphs (or a few pages) from your source, decide what category the information you have read 

belongs to and write that category at the top of the note card.

Step #4
In as few words as possible and in your own words, write the main point, fact, or idea in the paragraph.  You should 

NOT write in complete sentences; bulleted notes work best.  Just write clearly so that you will be sure to understand your notes later. 

If you find it necessary to copy any part of what you have read, enclose that part in quotation marks, copying it exactly and including the original punctuation.  Be sure to also write down the speaker’s or writer’s name. 

Step #5
Have only one subject and one source of information on each card.



Write on only one side of each card.  If you need more room, continue your notes on another card being sure to number 

the cards in order.



Take notes only on information that answers your research question(s).  Do not write down information that does not 

apply to your question.  NOTE:  In the beginning of your research, you may be taking many general notes.

Step #6
On every note card, you MUST write down the source where that information came from AND the page number for 

that card’s information.  This is critical information to have for citing your sources.  If you do not collect this information as you go, you will be miserable when you have to go back and look up where you found the information on your cards. Miserable, miserable, miserable.  Just do it right the first time.





SEE THE BACK SIDE FOR A SAMPLE NOTE CARD


SOURCE							TOPIC


(Usually, writing the author’s last			(Notes on each card should be related by topic; do not combine lots


name is enough for the note card)			of different topics/ideas on one card)


�





						Your Notes Go Here


















































PAGE NUMBER(S)									CARD NUMBER & DATE


(What page in the book, magazine, or journal article did you				(Number your cards consecutively)


find the information on this card?)							
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