Fay School Research Timeline & Checklist

Name: 




 
Project: 





1. 
DEFINE TASK


(
Choose a topic and do a great deal background reading. This is VERY important!

(
Submit your thesis statement and a brief outline on 


 (date)
2. 
LOCATE SOURCES


(
Be sure you use books as well as authoritative online sources.


(
Record bibliographic information on source cards (1 card for each source you use) or use NoodleBib. 


(
Submit source cards or NoodleBib works cited list on: 


 (date)

3. 
UNDERSTAND INFORMATION


(
Take notes on the sources you have located, making sure you write the source on each information (note) card so can identify the source for each piece of information.


(
Submit information (note) cards or NoodleBib note cards on: 

 (date)

4. 
ORGANIZE


(
Prepare an outline. Submit the outline on: 


 (date)


(
Using the outline, put information (note) cards in the order you’ll use them in your paper and number them sequentially. 

· Using the information (note) cards, write the first draft of your paper. Refer to assignment instructions and the rubric throughout the entire research process to stay on track.
· Revise the introduction, if necessary, and write a conclusion.

· Proofread your paper. Remember that spell check doesn’t find every error. Do a preliminary evaluation (see #6).
· Insert parenthetical references (or footnotes).

(
Use source cards to prepare your bibliography (works cited list) if you have not already used NoodleBib.

(
Ask a librarian to check your bibliography (works cited list).

(
Submit first draft of your paper on: 


 (date)

5.
PRESENT


(
Edit and revise your first draft, following your teacher’s comments.


(
Write the final draft of your paper.


(
Submit final copy of your paper on: 


 (date)

6.
EVALUATE 

It will help your future research projects if you complete this self-evaluation:


(
Did I prove my thesis statement? 


(
Does my finished product meet all the criteria? 


(
Am I proud of my work? 


(
Have I given credit in my citations for any facts or ideas that are not my own?  


(
What will I do differently for my next research project? 




























 
For help on any part of this process, see THE RESEARCH ROAD on http://library.fayschool.org
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