Template: Process Sources
Related to Chapter 4 of the thesis guide. 
You can use this template to support you as you start reading, summarising and synthesizing your sources. You can fill out the template as is, or copy sections you deem relevant into your own workflow.
4a. Reading 
Related to Chapter 4a of the thesis guide. 
If helpful, paste the list of articles you have selected after your content search in the table below, or open them up in your reference manager.
1: Decide on Your Reading Order 
Scan and skim through your articles and categorize them to help you decide your reading order. You can use the table below. If preferred, you could also use the categories as tags or notes in your reference manager, or in another organizing system (e.g. Excel, Notion, Obsidian)
	
	Estimated time for reading (minutes)
	Type of information offered (foundational / specific / recent research)
	Connection to my specific Information Search Question (strong, medium, low)
	Source Type (peer reviewed article, preprint, conference paper, other non-scholarly types, etc.)
	Source highly relevant to your field or recommended by your lecturer or peers?

	Source 1
	
	
	
	
	

	Source 2
	
	
	
	
	

	Source 3
	
	
	
	
	

	…
	
	
	
	
	



After categorizing your sources, use the following questions to decide on your reading order based on:
· How much time do you have?
· What type of information you need first (foundational, specific research, recent developments) ?
· Which sources are the most relevant for your research question?
· Which sources are impactful in your field, or recommended by your peers?
I will close read in this order:
	Reading Order
	Source
	Why is this high/low on your list?

	1
	
	

	2
	
	

	3
	
	

	4
	
	



2: Close reading and notetaking
You can use this  template to help you start close reading and notetaking on a source. Note that this is only one approach, and there are other ways that might work for you. However, you can use the steps and questions included here to set up your own reading practices.
Source Title:
	





I am reading this source with the following purpose:
	





Read the abstract, introduction, discussion and conclusion. 
What are your first thoughts about the source and its relevance to your information search question?
	





Close Read with Critical Questions in Mind:
· How does the author know this and do they give any scientific evidence?
· Is this in line with my knowledge or does it contradict any knowledge I already have?
· Is the method well explained and justified?
· Are the results, methods and conclusions consistent with each other?
· Does the author correctly explain any surprising results?
· What are my own thoughts and beliefs compared to the author’s findings?

Do more specific notetaking, choose categories to include, for example:
· Important concepts / findings
· Summary
· Quote / Paraphrase
· Own ideas, thoughts and comments
· Action points / things to look up
· Important terms
· Additional keywords for my search

3: Deciding when to stop Reading:
Answering yes to (at least one of) these questions might suggest that it is time to stop reading: 
a) Do I feel I have enough information to answer my information search questions?
b) Have I discussed my findings with my supervisor/lecturer and do they think it is time to stop reading?
c) Have I spent a third of the time available for the project reading?


4b. Summarise 
Related to Chapter 4b of the thesis guide. 
You can use this template to summarise a source that is highly relevant for your project. 
Choose a Summary Format/tool 
Study the different summary types in the thesis guide and pick or build on a format that works best for your personal workflow.
I have included the following standard elements in my preferred summary format:
· Bibliographical information. For example, author, publication, year. All the details you need to include to relocate the source later in your project.
· Topic / Research Question
· Methods used
· Main results
· Connection to previous studies
· Limitations of the study
· Implications of the findings


4c. Synthesise
Related to Chapter 4c of the thesis guide. 
0: Check before starting:
My information search question:
	





· I have a summary of my main sources and findings
· I have evaluated the quality of my main sources and know the strengths and weaknesses of each source
1: Comparing the main findings and conclusions:
Take some time to go through your initial summaries and findings and answer the questions below to help you compare the different sources. You can use these questions to help you organise your thoughts as you get started with synthesizing:
How do research questions from different authors relate – do they differ, diverge, overlap, build upon each other? 
	






Do authors build upon earlier conclusions of other authors/resources? Or completely approach it from another angle?   
	






Where do authors use similar methods, or very different methods? Why? 
	






Do authors find similar data/results, or different results? 
	






Do authors arrive at similar conclusions, or strongly different?  
	






Major themes or concepts that keep coming up in the literature I am reading:
	






What knowledge gaps are discussed?
	





2: Decide What Lens to Focus on:
Have a look at the answers to your questions, your information search questions, and the different ways of organising your findings in (Chapter 4c) and decide how you will organise your findings:
I will organise my findings around:
· Specific methods used in my field
· Important topics in my field
· Different discussions going on in my field
· Presenting the development of my topic
· Other:__________



3: Compare Sources in Detail:
You can use a synthesis matrix to help you compare the different sources based on main information and ideas you want to extract from your sources, and to draw your conclusions.
	
	Source 1
Title:

Author:
	Source 2
Title:

Author:
	Source 3
Title:

Author:
	Source 4
Title:

Author:
	Source 5
Title:

Author:
	My Thoughts / Conclusions

	Main finding 1


	

	
	
	
	
	

	Main finding 2


	
	
	
	
	
	

	Main finding 3


	
	
	
	
	
	

	Main finding 4


	
	
	
	
	
	

	Main finding 5
	
	
	
	
	
	


Adapted from The Synthesis Matrix from Utah State University, University Libraries is licensed under CC-BY-NC 
