Dr. Henrik Eger, Delaware County Community College (DCCC), heger@dccc.edu
	Class Notes Checklist


	     Class notes consist of 50 dictionary definitions, key concepts, insights and/or names from class lectures and discussions (see Class Note guidelines).  Make sure that your materials relate to text composition, language, and literature, related fields, and study skills.  The following Checklist, divided into FORMAT and CONTENT, was compiled after reviewing portfolios of Class Notes and is based on frequently appearing errors.  Please review this short list carefully before submitting your Class Notes, and also make use of the Class Notes guidelines and sample handouts (all online).  


	FORMAT

	1. You have started your document with the required information regarding your name, your professor’s name, the college and class, and the date in the top left corner, as in any MLA formatted papers.

	2. You placed your last name and the page number on the top right corner of your paper, using the automatic pagination function (see Computer Commands handout).

	3. You used one-inch default margins through your entire document, so the left margin forms a straight line down the left side of your document.

	4. You formatted your entire document, including your name and page number, in Arial 10 font.

	5. You have numbered each of your entries, using a consistent spacing and numbering format throughout your document.

	6. You have boldfaced only the word or phrase you are defining.  However, you have underlined any information that MLA format requires underlining, such as book or film titles.

	7. You have ordered all your entries in alphabetical order, starting with numbers. 

	8. You listed all names by their last name, followed by a comma, then the first name.  Ex: Kafka, Franz

	9. You have not used any articles (Ex: A, An, The) to begin the keyword of an entry; instead, place it at the end of the keyword.  Ex: Canterbury Tales, The.

	10. You correctly spelled every entry and all of your definitions, including words or phrases in a foreign language.  Ex: Insha’Allah, not Encha Ala.  Always check with the best online sources.

	11. You used correct punctuation, based on the MLA format throughout your document (see sample), paying particular attention to the punctuation used to frame the definitions, as well as the use of single quotation marks within a set of double quotation marks. Ex: “Quotation ‘within’ a quotation.”

	12. You placed your work in a clean, professional-looking, appropriately-colored, plastic pocket folder when you turned it in (see syllabus).  You have scotch-taped a small label with the traditional four lines of information in the top right corner of your portfolio.  

	CONTENT

	13. You listed and researched terms/names/concepts that were previously unfamiliar to you, avoiding the obvious.  Ex: Instead of searching for and defining “Washington, D.C.,” you searched Kennedy’s famous “Ich bin ein Berliner” speech.

	14. You have carefully written down definitions for all terms discussed in class, however brief, so that you can then find the most relevant dictionary definitions at home which relate to the meaning of the words as they were used in class.  When we talked about “tract” in the sense of “pamphlet,” you want to provide a definition that relates to the printed handout or brochure, rather than presenting a biological term.  Ex: “Dachau” = concentration camp near Munich.  Avoid presenting Dachau as only a city near Munich without any reference to its infamous concentration camp.  

	15. You have provided a date or sets of meaningful dates for any authors or other famous people.  Ex 1 (poor, no dates): Perrault, Charles.  Ex 2 (better, but days and months not relevant): Perrault, Charles (12 Jan. 1628-16 May 1703).  Ex 3 (helpful to the reader): Perrault, Charles (1628 - 1703).  

	16. You provided definitions that expand beyond classroom information.  Consider the class lecture or discussion as a basis for your search, and your notes as sign of your deeper investigation of the word/concept/person.  See sample handout.

	17. You have checked the spelling of words.  Ex 1 (poor): AIDA (that is an acronym); Ex 2: Aidia (misspelled).  Ex. 3: Aida (correct spelling of the opera and musical title).

	18. If you choose to include insights from class that do not get discussed in our handbook, present your own interpretation.  Be specific and make “I” statements, relating to your own writing and thinking.  Ex: “Camera of life is always on, The”: My writing will be judged, not only in terms of its external appearance (quality of paper, etc.), but by the way I structure and present my thoughts and experiences.  I therefore am determined to take great care.

	19. Edit out any extraneous information, including superscripts and, when relevant, brackets. 

	20. Avoid throwing in at-random terms that were not even discussed in class.  Ex: Non-stoichiometric compounds: “chemical compounds with an elemental composition that cannot be represented by a ratio of well-defined natural numbers, and are therefore in violation of the law of definite proportions.”

	21. You avoided duplicating any information, either from any of your previous Class Notes, or from any samples or handouts.  Any duplication of information is considered plagiarism.  Therefore, carefully check and proofread your entire set before you hand it in.

	22. You presented clear, appropriately edited definitions in a logical and thorough way, and you have avoided irrelevant, incomplete, or over-extensive, rambling definitions.  

	23. You provided information that is based on fact—not opinion—and have shown coherent thinking, while avoiding any generalizations, exaggerations, omissions, or even misspelled words that may provide your reader with inaccurate or incomplete information.  Ex 1 (Far too vague): America: The best country in the world.  Ex 2 (Much more precise): America: Founded as a nation of thirteen colonies shortly after declaring their independence from Great Britain in 1776, the United States developed in the following centuries as a global leader in commerce and quality of life, and as a dominating presence in international organizations, such as the United Nations.

	24. Consider your final take-home exams as if they were part of a portfolio that you present at a job interview.  Therefore, sign your work with excellence.


Updated: 6 Sept. 20008






PAGE  
2

