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Note-taking templates

When taking notes, there are three things you need to collect: complete bibliographic information, content information, and your response to the content information.  Your purpose will help you make decisions about the content material that you need to note.  The subheadings used below are generic.  They can be tailored to suit your purpose.  For example, if your essay asks you to examine the implications of globalisation, you could have as subheadings ‘positive implications’ and ‘negative implications’.

Bibliographic details:  Author, title, publication date, place of publication, pages, etc.


Page(s) 
ARGUMENT: 


Page(s)
EVIDENCE:


Page(s)
EXAMPLES:

Page(s)
DEFINITION OF KEY TERMS:


MY RESPONSE: both positive and negative aspects; assess the strengths and weaknesses of the argument and the supporting evidence.
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Summary:

My respanse.









Check the introduction & conclusion.





Summarise in dot points.





You need to know where you got your information.





This information pertains to the author and their argument.





It is important to distinguish your ideas from the author’s.





This is where you develop your argument or position. 











