Gardiner Library
Trinity-Pawling School

Research Skills Organizer

Fill out #1-5 before you begin your assignment. Do #6 before you hand in your assignment.

Name: __________________________________Date:__________________

Class: _________________________________________

Pre-search strategies: As you contemplate your assignment, ask yourself what is interesting to you about it. What would you want to know more about?
Task #1: Determine a purpose and need for information. What do I need to know?
In order for your project to be more than just a summary of available facts, or someone else’s ideas, you need to ask an essential question. This will ensure that you have thought critically about the information you have found, rather than just repeating it. 

Essential Question (your thesis asked as a question):  Ask why? What if? What about my assignment is important? 
What do you already know about your topic? What questions will need to be asked in order to answer your essential question? What information do you need in order to complete your assignment? You will undoubtedly discover more questions as you progress in your research, but start listing questions here:

1._____________________________________________________

2._____________________________________________________

3._____________________________________________________

Possible keywords for use in reference book index, search engines or databases: 

_______________________

_________________________

_______________________

_________________________

_______________________

_________________________

#2: Information Seeking Strategies: What can I use to find this? List the best sources to find information. Don’t forget to check the index of reference books and magazines available through subscription databases.
1. Books in T-P Online Catalog___________

2. Reference books on topic_________
3. Magazine articles ___________________ 
4. ____________________________

5. ____________________________

6. ____________________________

#3: Location and Access: Where will I find what I need? 
Where will these information sources be found?


___ Gardiner Library Catalog Go to TP Website, then Quicklinks/Library Resource Center!
___ Public/Mid-Hudson Library System – ask librarian for assistance

___ Subscription databases of published articles – EBSCO, GaleInfotrac/Student Reference Center Gold, Proquest NY Times Historical Newspapers
Find book/article – EVALUATE IT – if you’re going to use it, complete source card with # in top right
#4: Use of Information: What Information will I use?  How will I take notes?

___ Take notes using note cards:
Label each with topic on top, source and page # on top right


S
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 Put only one idea (quote, summary or paraphrase) on each card.

___ Take notes on notebook paper 

INCLUDE SOURCE NUMBER FROM CARDS ON EACH!
#5: Synthesis: Integrate information from a variety of sources. 
What is the completed product? How will my results be produced?


___  Organize note cards using topics

___  Make outline from cards in order of topics

___  Write rough draft of paper 
___ Include working bibliography (source) cards

___ Revise draft into final copy of ___ pages


___ Oral Presentation of ___ minutes?
___ Other (Powerpoint presentation?) etc.? _____________________________________
How will I give credit to my sources?


___ Use Works Cited Section (Bibliography) 

1. Alphabetize all sources – by last name of author, usually. Un-authored pieces use the first letter of the title. 

2. Double space all entries.

3. Indent 2nd and subsequent lines

4. Database articles are periodicals accessed electronically, not websites.

5. Consult MLA Handbook for Writers of Research Papers (7th Edition) for up-to-date information! 

6. Or use tool like Easybib for assistance!

___ Cite individual ideas with (Author’s name, page number) eg (Smith, 45) after each reference. Websites and unpaginated articles: USE PARAGRAPH NUMBERS EG. (Smith, Par. 4)
#6: Evaluation: Would I do anything differently next time?
Before turning in the assignment, ask the following:


___ The paper/project accurately answers the essential question in Task #1


___ The information found in #4 matches the information needed in #1


___ Credit is given to all sources in correct format


___ All copyright laws and fair use guidelines have been followed: DO NOT PLAGIARIZE!

___ The assignment is neat and complete (title page? works cited page?)
