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Uniform requirements for source cards and note cards
Note:  All source cards and note cards should be in blue or black ink
Source Cards- example

(see  Bibliography Citations MLA style for examples)

Source Cards:
· Use correct MLA format when completing cards (see Handout)
· Create and number a source card for every different reference.   As you create note cards they should correspond with the source from which you are taking the information.  All note cards from the same source should have the same number on them.
· Remember, the citation has a format.  The first line of your citation should be against the left margin of your paper and all of the following lines are indented.  
Note cards:

· Keeps notes on the same size and style card (3x5 white with lines).

· Write down important details, quotations, summaries, along with the page number where the information can be found. 

· Place the number of the related source card in the right hand corner.

· Give each card a descriptive/relative heading to highlight the main idea of the note card and for organizational purposes. 

· Each note card will correspond to a source card.

· Below is a sample note card. Notice how the number of the card corresponds to the number of the source card. 

· Write call number on bottom left of card

· Write Q (direct quotation), P (Paraphrase) or S (summary) on the card

· Write the word “over” on the bottom right of a card that has a continued direct quotation.


· Limited each card to one point

· Be critical of what you read. Don’t copy notes just to be copying. Use discriminating judgment on what is relevant to your topic.

· You may take notes in three ways:

a. Quotation – copying the author’s exact words. Use this for direct quotations. Use this method when the author has stated the point in a better way than you could state it. 

b. Paraphrase – means to reword what an author has written. It does not mean to change an author’s meaning. This information is not your original idea, so you must document. 

c. Summary – use this type of card to note the main points of an author’s work or a longer article. Again, you must document.
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(the formatting may be off here based upon the computer program that you are using)





Greek Goddess Artemis						Williams











“Artemis was a great huntress who lived in Arcadia. She is said to have asked he father Zeus for a bow and arrows and a short hunting tunic.” (27)
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