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Note-Taking 

Note-Taking 
 

When you determine that material is reliable and useful, you will want to take notes on it. 
  
Methods of note-taking 
Some prefer to take notes by hand on index cards or sheets of paper. Some prefer to use the 
computer which could be quicker and more accurate. When you start taking notes, set down 
first the author's full name and the complete title of the source so you can locate the source 
easily. If the source is not yet listed in the working bibliography, record all the publication 
information needed and ad the source to the working bibliography. 
  
Types of note-taking 
There are three types of note-taking: 

 Summary: Summarize if you want to record only the general idea of large amounts of 
material. 

 Paraphrase: If you require detailed notes on specific sentences and passages but do need 
the exact wording, you may paraphrase; to restart the material in your own 
words. 

 Quotation: When you believe that a sentence of a passage in its original wording might 
make an effective addition to your paper, write the sentence word for word, 
comma for comma. Put what you wrote between the quotation marks. If you 
download a text, put it between quotation marks. 

  
Recording page numbers 
In summarizing, paraphrasing, or quoting, keep an accurate record of the page. 
 
Using a computer for note-taking 

 For a short paper for which you have taken few notes, you may place all notes in a single 
file. 

 For a longer paper that makes use of numerous sources, you may create a new file for 
each source. 

 Another strategy is to write out summaries and paraphrases of the source by hand and to 
enter into computer files only quotations, which can electronically copy into your text as 
you write. 

 When you use computer for note-taking, be sure to save all not files on your working disc 
and to keep copies of them on paper and on a backup disk. 

  
Amount and accuracy of note-taking 
In taking notes, try to be thorough and concise. Accuracy in quotation, summarizing, or 
paraphrasing is a must.  

 


