
These boxes show you the research steps we will follow--in a "quick-look" way. The actual assignments are laid out 
in the following pages.

In the “Overview Source Method” of writing, you will find one source (the “Overview Source”) in the 
beginning that will help you learn about your topic in a concise way--and that will help you divide up 
information in your report more easily. 

Once you find this source, you will use this source to decide what all you will put in your report, how you 
will break down the information, etc. 

Then when you add other sources to the research process, you will know where to plug in the information in 
your paragraphs from that source(s) easily.

(1) Find a source based on the criteria given. This
will be your “Overview Source.”

Example: 9 Cinderella Stories You Might Not Know

(2) Read that source (or section about your topic in that
source) thoroughly. (Print source if online.)

Example:

Topic of Paragraph of Body A (PoB-A):  

Topic of Paragraph of Body B (PoB-B):  

Topic of Paragraph of Body C (PoB-C): 
Topic of Paragraph of Body D (PoB-D): French

Topic of Paragraph of Body E (PoB-E):         

Topic of Paragraph of Body F (PoB-F): 

Box A-4 (continued on next page)
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Quick-Look Boxes
For Overview Source Method and "Color-Coded Research"

(3) As you read through your Overview Source, decide how you will divide up the information into paragraphs for
your report and write those paragraph topics on the Topic of Paragraph of Body lines provided in your worktext.

SAMPLE

pasto
Text Box

pasto
Text Box

pasto
Text Box



(5) a. Choose another source (or sources) that contains
    information specifically about the paragraph topics    
    that that you have chosen from your Overview 
    Source to include in your report. 
b. Color Code this source in the same way that you  
    did your Overview Source (using the same colors 
    in your additional sources for each PoB that you 
    used in your Overview Source and that you used 
    on your Topic of PoB lines in this worktext).

Examples: (1) "Disney Didn't Invent Cinderella. Her Story 
  is at Least 2,000 Years Old" and 

(2)  Is This Egyptian Fable the Oldest 
 Cinderella Story?

(6) Write information from all of your source(s) beneath
your PoB note headers (for the sentences of your
report) on the Outline Cards provided.
PoB-A: 
Support Sentence (SS) 1: From Greek

historians Herodotus/Strato

SS 2: 
SS 3: 

+ You may use whatever you desire for your color coding—highlighters, colored pencils or pens,
crayons, etc., (though some implements will not be seen through, so you must underline, circle, box, etc., 
your information if you use these). If your source is not one that may be marked on, you may use various 
colors of sticky notes on the pages that you label with which paragraph the info goes with.

*Note: Your Overview Source will help you determine what your paragraph topics will be. All of your 
sources will be used to get the content for your outline and report.

 Let's Get Started!

Box A-4 (continued from previous page)
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Quick-Look Boxes (cont'd)

(4) Highlight your Paragraph of Body (PoB) lines in this worktext and your Overview Source with "Color-
Coded Research" following these steps:
a. Choose the same number of colors of highlighters* as your assigned paragraphs for the body of your paper.
b. Highlight the first Topic of Paragraph line (PoB-A) in your worktext with one color of highlighter.
c. Then go through your Overview Source and highlight information that will fit in that paragraph (PoB-A) with

the same color of highlighter that you highlighted the PoB-A line in step b above.
d. Continue in this manner, using the "Color-Coded Research" approach to highlight your PoB lines in this

worktext and your Overview Source until you have color coded all of your PoB lines and the information in
your Overview Source.

Note: Thus, if the Greek Cinderella information (information for your first paragraph) in your
Overview Source is highlighted in blue, the Topic of PoB-A (the Greek Cinderella) line this
worktext will be highlighted in the same blue. This is the basic step of LAL's "Color-Coded
Research."

SAMPLE

pasto
Text Box

pasto
Pencil

pasto
Text Box

pasto
Text Box

pasto
Text Box
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<> A-5. Choose an “Overview Source” to help you become familiar with your topic.

You will be helped greatly in the research, outlining, and writing process for research-based reports if you use what LAL 
calls the “Overview Source” when you first begin a research-based writing project. 

Consider how this source will be used when choosing your “Overview Source” for this writing project:

(1) The first purpose of the “Overview Source” is to determine what information (paragraph topics)
you want to include in your paper--and to give you a “big picture” look at your topic.
a. When you have a strong Overview Source, it is simple to decide what your paragraph topics will be.
b. While your “Overview Source” will be excellent for giving you your paragraph topics, you will

not be permitted to get more than 33% (Extension 25 %) of your report’s information (notes on
your Outlining Cards) from that source.

(2) You want to choose an Overview Source for this that contains information about all aspects of your
topic. For example, if you are writing about the history of Robin Hood, your “Overview Source” needs to
contain information about the history of Robin Hood.

(3) You want your section of your first source to be short enough that you can write the assigned
length of report using that as your first source, but not so short that the portions of it about your
topic are shorter than your report will be.

*Note: A good rule of thumb for your Overview Source is that it be at least four times as 
long as your assigned text. Thus, if you are assigned six total paragraphs, you do not 
want your Overview Source to be shorter than twenty-four paragraphs--though it may 
be longer. If your source is the same length as your paper will be, you are back to 
early middle school writing.

<>  A-6. Read the information in your Overview Source(s) that pertains to your topic.

Using Multiple Sources in Research Report Writing

When using multiple sources for report writing, follow these steps with your sources:

1. Begin with “Best” Source: Always begin with the source that will help you choose your paragraph
topics (i.e. your Overview Source).

2. Move to “Next Best”: Then move on to the source that contains the next greatest amount of infor-
mation you will need.

3. Continue: Continue in this manner, using the sources that contain the most information first, then
moving onto the ones with less usable information.

SAMPLE



Lesson B. Research and Study Skills: Write “Working” Thesis 
Statement, Gather Information From Overview Source, 
Choose Additional Source(s), and Start Color-Coded 
Research
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One way that you can be helped in the process is to write what is known as a Thesis Statement---a statement declar-
ing what your entire paper is going to be about. This is similar to when you learned how to write the opening 
sentence (Topic Sentence) of a paragraph--a sentence that tells what your entire paragraph is about. 

But in the case of a Thesis Statement, you will not write just what one paragraph is about---but you will write 
what the entire report is going to be about. 

For instance, if you were writing an Opening Sentence (or Topic Sentence) about one of the paragraphs in your report 
about the History of Cinderella, you might write, The next written version of the Cinderella tale appeared in China in 900 
AD  . This would tell your reader that your paragraph is going to be about the the History of Cinderella.

However, you cannot use that sentence for the Thesis Statement for your entire report because it only tells what that 
one paragraph is about--the paragraph about the CChinese Cinderella. The Thesis Statement must tell what the 
entire report is about. 

Your Thesis Statement for the history of Cinderella report might be Numerous cultures possess a version of the 
Cinderella fairy tale; thus, the story familiar to Americans today stems from stories as old as the fifth century BC.

<> B-1. Follow these tips to write the “Working” Thesis Statement for your report.*

(1) Write one sentence that tells the reader what your report is about.

(2) Be sure it includes all or many aspects of your report (or an overview like the sample).

(3) Do not say, In this report, you will read about...SAMPLE



Example of Thesis Statement

**

Sample Box B-1
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Your “Working” Thesis Statement

My “Working” Thesis Statement for this report: ______________________________

__________________________________________________________________________

__________________________________________________________________________
Student Box B-1

<> B-2. Re-read and mark your “Overview Source” for possible aspects that you want to include in your 
report. 

(1) Skim through the text of your Overview Source to get an idea of the various aspects of your topic.

(a) As you skim through your source, consider that you are writing five or six paragraphs about 
your topic---and your book or source contains many paragraphs!

(b) You will need to decide which parts of your topic you want in your report (since you cannot 
include all of the information from your source in just a short report).

Note: You will choose one aspect for each paragraph. Each paragraph will be 
6-10 sentences in length. You will only be able to include highlights about
each aspect in that short space.

(2) Now that you have skimmed and read your Overview Source, determine what your paragraph 
breaks will be.

(3) Once you have determined what your PoB Topics are, list them on the Topic of PoB lines 
provided (Student Box B-2) in the order you will include them in your report.
SAMPLE



+You may use whatever you desire for your color coding—highlighters, colored
pencils  or pens, crayons, etc. (though some implements’ shading will not be seen
through, so you must underline, circle, box, etc., your information if you use these). If
your source is not one that may be marked on, you may use various colors of
sticky notes (on the edges of the source’s pages) that you label.

Topic of Paragraph Lines

Topic of PoB-A: ______________________________________________________ 
Topic of PoB-B: ______________________________________________________ 
Topic of PoB-C: ______________________________________________________ 
Topic of PoB-D: ______________________________________________________ 
Topic of PoB-E: ______________________________________________________ 
Extension--Topic of PoB-F: ____________________________________________ 

Student Box B-2
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<> B-3. Now begin the "Color-Coded Research" process as follows:

(1) Choose five or six different colors of highlighters+--one color for each aspect you will write about in your
report.

(2) Highlight the first Topic of Paragraph of Body line (PoB-A) in Student Box B-2 with one color of
highlighter.

(3) Go through your printed Overview Source* and highlight information that will fit in that paragraph
(PoB-A) with the same color of highlighter that you highlighted the PoB-A line above.

For example, after you highlight the Topic of PoB-A line in Student Box B-2 (about the Greek Cinderella
for example) with a pink highlighter, highlight all of the Greek Cinderella information in your Overview
Source (that you think you might want to use) with that same pink highlighter.

(4) Continue in this manner, using the “Color-Coded Research” approach to highlight your PoB lines in
Student Box B-2 in this worktext and the material in your Overview Source until you have color coded
all of your PoB lines and any of the information in your Overview Source that you think you might use.

SAMPLE



<> B-4. Choose two or three other sources (based on your assigned number of sources) that contain 
information about your topic and that you think will help you write your report--and 
continue with the “Color Coded Research”:

You will need to secure three or four total sources for your report (including your Overview 
Source), depending on your level and your teacher’s wishes. 

(1) Use the same color coding in your additional sources as you did in your Overview Source.
a. In other words, if your Greek Cinderella information in your Overview Source is highlighted in pink (as

is your Topic of PoB-A line in Student Box B-2, for example), continue using pink on your other
sources for the Greek Cinderella.

b. Thus, when you are ready to create your Outlining Cards, you will lay all of your sources out in front
of you and find all of the info you highlighted in pink (from all sources) to take notes for PoB-A, etc.

(2) Use your sources wisely.
a. Your Overview Source might have strong information about the Greek Cinderella but just a small

amount of information about the German Cinderella while your second source (or others) might be
stronger on the German Cinderella.

b. Mark (via “color coding”) all information from all source(s) that you think you will be able to use in your
report.
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<> B-5. Your Overview Source should have helped you determine your Paragraph of Body Topics
             clearly. Now you will continue highlighting/coding information in your other sources
             following these tips: 

Note: If research is new to you, you might desire (with your teacher’s permission) 
to use a simplified multi-source research method: 

(1) Get your topics from your Overview Source. 
(2) Then get information for each aspect from a different source (e.g., a different 
      encyclopedia entry for each aspect). 

This is a gentle introduction to research writing and should be used only in the very 
beginning stages of research report writing. The goal is to learn to merge multiple 
sources into one paper (after the Overview Source helps you determine what 
information you need to search for).SAMPLE



Lesson C. Study Skills/Research: Quotation Inclusion
<> C. Learn how to include quotations (two or three or more if desired) in your outline and in your 
          paper following these steps:

(1) As you read your sources, if you find something that sounds interesting or clever that you would like to
put in your report word-for-word (a quotation), record that quote on the lines provided in the 
Outlining Card for the paragraph that will contain that quote---on the “sentence line” that coincides 
with where your quote will fall in your report. 

(2) Lifted text
a. Words that you lift from your source and include word-for-word with a speech tag 

that indicates the book, encyclopedia, or article from which you obtained the 
information (According to Curiosity,...).

b. These words will not have quotation marks around them in your source. You are 
creating a quote from your source.
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(1) People Quotes
a. Words that were already quoted in your source--a quote that a person said, 

such as words spoken by a famous author or historian, etc., that you got from a 
source that had already quoted it.

b. These words will have quotation marks around them in your source.

Two Types of Quotes

Box C-1

(2) Include your quotation word-for-word in your notes. If you do this, you will not have to look up the quote 
while you are writing your report.

(3) You will be writing an Opening Paragraph and Closing Paragraph later and may choose to put a quote in 
either of those paragraphs. This will count as one of your quotes.

(4) Follow these steps to record your quote in your outline (which will be similar to the steps you will use to 
include your quote within your report):
a. Write your quote neatly on the Outlining Card at the spot in your paragraph in which it will be added 

word-for-word as it appears in your source. Be sure you use the exact wording, punctuation, and 
spelling of the original quote. 

b. You will put quotation marks around your quote, with the first one coming before the first word of the 
quote and the last one coming after the final punctuation mark of your quote.

c. You will put the name of the book and author or the person who said it on the parenthetical line beneath 
the quote (like the examples given in C-2).

d. Just like you do any time you create an outline that contains details, be sure you include anything that 
you will need for that sentence---the correct spelling of the person who said it, a date or place, etc. You 
do not want to have to look up information later.

e. See examples provided.SAMPLE



b. If your quote is by a person, but you want to have other information to tell the reader more about the person who
said the quote, be sure to indicate that in your outline.

Example on Outlining Lines:

Sentence: ""How many times do you read about 'the Cinderella story,' the story of the
underdog, the story of the ordinary human being, often subjected to cruelty     
and ignorance and neglect, who somehow triumphs? Kenneth Branagh (Kenneth      
Branagh, director of 2015 live-action Cinderella movie adaptation--Brainyquote)*

“Lifted Text” Quotes
Words Not Already Quoted in Your Source

When you quote a book, you will just lift words from a book or other source and put them in your essay or report, 
along with quotation marks and the name of the source. (Again, put as much information as you can, so you will have 
it when you write your report. You may or may not use the title and the author, but if you include them both in your 
outline, you will be ready.)

Example on Outlining Lines:

““It starts with our heroine, then known as Zezolla, being convinced by her governess to 
kill her stepmother. She does, and the governess promptly moves in with her six daughters" 
--("Is This Egyptian Fable The Oldest Cinderella Story?" Reuben Westmaas, Curiosity)

*Note: The major works are underlined here; you will need to underline major works when you write them out by
hand and italicize them when you key them on the computer.

Note: These samples are for the outline. In your text, you will use the author’s name in the speech 
tag. These samples also show major works with underlines since you are not able to italicize if you 
hand-write your notes.

Box C-2 
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Quoting a Person or Book in Your Outline

“People” Quotes
Already a Quote in Your Source

a. If your quote is by a person--and was already quoted in your source--you must include that person's name, as
well as the source from which you got the quote.

Example on Outlining Lines:
Sentence: ““While the events in his tale are not unique, Perrault most likely invented

the glass slipper--there is not trace of it before his version--perhaps as an 
ironic device since it is a fragile thing..." SurLaLunefairytales.com
SurLaLunefairytales.com--Interesting Literature

SAMPLE



Lesson D. Study Skills/Research: Create Outlining Cards for 
Research Report

Since you are writing a research-based report, you need to be sure that you take notes on your topic in an    
organized way--and that you do not include too much in your notes that you will not need for your report or 
leave out information you will need in order to write a strong report.

<> D. Start with the first Paragraph of the Body of your report (PoB-A) that you listed in Student Box B-2, 
          and complete the following steps using your sources and the Outlining Cards provided at the end of 
           this lesson.

1. Write the topic of that paragraph on the Paragraph of Body line (i.e. PoB-A, PoB-B, etc.) that you recorded
in Student Box B-2.

2. Open your “Overview Source,” and find the information you “color-coded” for that topic.

3. Fill in the sentence lines on the Outlining Cards with the information about that aspect from your “Overview
Source” until you have some information for some of the sentences (but not more than 33% of the
sentence lines filled in). These will be your Support Sentences (SS)--the sentences that tell about what you
introduced in your opening sentence.

4. Move to your other source(s) one at a time, and fill in the rest of the sentence lines on the Outlining Cards
with notes about that item using the color-coded information.
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Outlining Format Sample
For example: 
Opening/Transition Sentence:   

In your report, it might say:     

  
Box DSAMPLE



A Strong Outline

There are two primary benchmarks you may use to determine whether or not 
your outline is adequate--for any type of writing:

(1) You can write directly from it without looking back in your source.
(2) You like it! If you can write from it, but you don’t like it or it is extremely

difficult for you to create/write from or not your “style,” that outlining
method might not be the best for you.
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Quick Tip for Outlining

Most students find it helpful to use words from the source in their outline---then 
not use those words in their report (except for proper nouns as needed).

5. You may cut out the cards or leave them all on the pages. (Cutting them out and clipping them 
    together makes them more portable for the research process.)

6. Follow the quote outlining instructions from Lesson C for including quotes in outline.

7. Keep these tips in mind:
     (1) A paragraph is a unit of thought:
          a. Each paragraph is a unit of thought.
          b. Do not put information about the Greek Cinderella and the German Cinderella on the same    
              paragraph space.
          c. If you would like to write more than the assigned paragraphs and your teacher agrees, you 
              may create some additional note taking cards and do extra paragraphs. For example, you 
              may do more paragraphs---with more aspects or you may do two paragraphs over each 
              aspect, if desired.
       (2) You will be using the "Sentence-by-Sentence" (S-by-S) approach to notetaking for this report.     
            That means that you will write key words on each "sentence" line that you will later use to 
            create a complete sentence when you write your report.

SAMPLE
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