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Types of Note Cards—Quotation, Summary and Paraphrase (APA and MLA) 

 

Quotations 

 

Direct Quotes are taken directly from the source and uses the exact words, spelling, and 

punctuation.  They must be cited in text!  

 

Only use direct quotes: 

 When the quotation is powerful or makes an impact.  

 When the person giving the quote has a high level of authority. 

 When it is impossible to restate the quote in your own words.   

 

Note: Direct quotes should be used sparingly. Typically, you should use no more than five 

          quotes for longer papers and no more than three for shorter papers. 

 

Each quote must have meaningful purpose to that specific main point. Make sure you introduce 

the quote and then explain its significance 

 

Put quotation marks around the material that you copy word for word. 

 

When quoting a source that uses quotation marks, change the author’s double quotation marks to 

single quotation marks. 

 

When quoting lines of poetry, put the lines of poetry in quotation marks. You may use two or 

three lines of poetry by separating each line with a slash (/). 

 

If you are going to alter the quote by adding your own thoughts, use brackets around your 

words. If you are going to omit words or sentences from the quoted material, use ellipsis points. 

 

Words—use 3 dots  … 

   Sentences—use 4 dots  …. 

Summary 

 

A summary captures the key ideas of an author in a few words. 

 

A summary condenses the content of a lengthy passage. In a summary you state only the main 

idea and outline the main points that support it.  

 

Note: A summary or a paraphrase is an objective presentation of an author’s ideas. DO NOT 

ADD YOUR OWN OPINION! 

 

If your research is found in numerous sources, it is considered common knowledge and does not 

require documentation. 

 

For example: John F. Kennedy was elected President of the United States in 1960. 
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Paraphrasing 

 

This is a restatement in your own words of the thoughts and ideas of a writer. Usually 

paraphrased material is written in about the same number of words as the original.  

 

A paraphrase restates the content of a short passage (maximum of one or two paragraphs). You 

reconstruct the passage phrase by phrase, rewriting the author’s words to make them your own.  

 

When paraphrasing, read the material. Then close the book before you write the note card. 

 

Parts of the Note Card 

 

Page Number—The exact page number where you found the citation should be noted on the 

card. Keep in mind that online databases and the internet do not have page numbers. 

 

The Source—This refers to where you found your information.  

 

The Note—This can be a summary, a paraphrase, or a quotation from a book, a magazine article, 

an online database, or the Internet. This is the information that you will use to write your paper; 

in fact, you should be able to write your paper by using your note cards and not have to refer 

back to the sources of information. Be sensible about note taking. You will have more cards than 

you need to write your paper, but do not take down every detail and do not duplicate material.  

 

SAMPLE NOTECARD 

 

2(Significant point from outline)                                Source  1. If book, use 

         author and 

page. (Smith 

55-57)    

                                                                     

2. If no author 

of book, use 

title, 

(underline)  

and page. 

 (The 

Presidency of 

John F. 

Kennedy 50-

53) 

3. If Internet source, use author and partial web address. If no author, use title in 

    quotation marks and partial web address. 

 

                        (Smith <nyu.edu)  

 

              (“Exploring Ancient World Cultures” <marylaine.com>) 

 -Polk created an independent treasury              

-This treasury remained the center of the U.S. 

banking system until 1913                                            

(Summary) 

**MLA and APA do not require a specific format for note cards; it is left to the discretion of the teacher.       

 


