Notebook Organization

It will be very important to keep your notebook organized and in proper order.  You will be graded on this process.  The following is information to help you keep organized.

1. Table of Contents- helps as a quick reference on where to find something in the notebook. 

a. When you get a new table of contents entry write it in like this:

  Page



Title



Date

Example: 2

   Model Response

   11/27/2007

2. Vocabulary- keeps all important vocabulary ready to study or review whenever you need to.

a. Be sure to write vocabulary words using the fold method with the word on the left side of the fold and the definition on the right side of the fold.
Example  
1.
Model


representation of an object

3. Paging/ Dating- used to help you keep track of when you got things for the notebook and where to find them.

a. When you get a new page or start a new data page be sure to write the date at the top and put the proper page number at the bottom right hand of the paper.
Keep this page in your notebook to help you keep organized.  You will use these three steps quite often, so it’s always great to have a reminder on how to do them (
