Taking Notes from Sources

You've been assigned a paper to write that must include outside sources. You can save
yourself a lot of time and potential problems if you are careful at the beginning of you
search.

Make sure that you have the full bibliographic information from each source, even if you
are unsure if you're going to use it in your paper.

This information includes

» Books: author, full title of book, name of editor, place of publication, publisher,
date of publication, page numbers of the specific citation

» Periodicals: author, title of article, title of periodical, volume or issue number (or
both), publication date, page numbers (make sure you give the entire page length

of the article)
» The Internet: Author's name, document title, date of Internet publication, <URL>

date of access.

Record the bibliographic information on the paper where you are summarizing the book
or article. This way, later you won't have to "match up™ the bibliographic information
with the synopsis.

Include the bibliographic information on any photocopies that you make. You could just
copy the cover and the copyright page.

Summarize the book or article in your own words. If you use the author's words be sure
to put quotation marks around the quote. This will help to avoid the problem of
plagiarism.
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