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Research Notes Template Instructions – be sure to use a clean template for your each of your assigned species.  There should be no instructions or other extras in your finished document.  You should save a blank copy of the clean template, then save a separate new copy for each of your species.  
The file name should be “Family, Genus specific epithet” EXACTLY.  Note that the family name should be capitalized, followed by a comma, then the genus name (capitalized) and the specific epithet (lower case).  Use this exact format for your file names please – it matches my image naming protocol.
Fill out the template EXACTLY as is.  It’s going to be very important for me to have standardized research reports.  Type directly into the table cells.  They will expand length-wise as you type.  Please do not change the width of the cells.  Do not break the table apart.  Use a 10 point Arial font – that is the current default for the table.  Start typing under the heading, not next to it, except for the first cell that lists the names.  Use bullets as described below.  A bullet has been started in each cell in the right spot.  Leave the bold headings bold, but do not bold any other text.
The USDA database is linked on our website.  RAB refers to the Manual of the Vascular Flora of the Carolinas.  P&R refers to the Guide to the Wildflowers of South Carolina.  Weakley is a new flora that is being written for the Carolinas.  It is available on-line and is linked on our website.  Use as many other sources as necessary to get a good feel for your species.  Those notes should be written in clear, concise sentences (see example below).  Be sure to cite all your sources using a number system and then list the sources in the last cell of the table.  I have set the list format for you.
Get in touch with me asap if you have any questions or problems using the form.
	Current Name from USDA PLANTS Database: Family, Genus specific epithet
Common Name: list all you find

	RAB
	P&R
	Weakley

	Reproductive Parts:

· Copy directly from RAB.  
· Use bullets to separate major points – eg:

· Calyx 5 parted, lobes acute
· Corolla 5 parted, white, fimbriate
NOT

· Calyx 5 parted

· Lobes acute
· Corolla 5 parted

· White
· Fimbriate
	· Same here – copy directly
· You may not find all your species in here, but be certain to check all of the synonyms to make sure
	· Same here – copy directly
· You may not find all your species in here, but be certain to check all of the synonyms to make sure

	Notes from other sources
(1) SCNPS states that the petals are rarely fimbriate in SC populations.

	Vegetative Parts:

· 
	· 
	· 

	Notes from other sources


	Habit:
· 
	· 
	· 

	Notes from other sources


	Habitat:

· 
	· 
	· 

	Notes from other sources


	Similar Species:

· 
	· 
	· 

	Notes from other sources


	Invasive Potential:

· 
	· 
	· 

	Notes from other sources
Use the links on our website to get a sense of this – you may not find any info at all in your 3 standard sources

	Notes:

· Add any additional interesting information you come across
	· 
	· 

	Notes from other sources


	Synonyms:
· List the name from RAB ONLY if it is different from the current USDA name
	· List the name from P&R ONLY if it is different from the current USDA name
	· List the name from Weakley ONLY if it is different from the current USDA name

	Research Credit:

Put your name and the year here ONLY if you wish to be credited on the website.

	Additional Sources:

1. http://www.scnps.org/
2. W. Shakespeare. 1623. A short history of botany. Globe Theater Press

3. etc, etc, etc

4. Note that you should use the scientific format for citing books and papers.  Copying and pasting the web address is fine for websites.
5. Also note that this list is set up using Word’s numbering function so that each time you strike “enter” a new number will appear.




