The writing of summaries

A summary is the clear, concise and orderly concentration of a text. The contents are ordinarily reduced to one-third or one-fourth. A summary only contains only the essence of the original, its heart. 

How to construct a summary

1. Read the text thoroughly once, better twice (by using a highlighter pen for the most important ideas of the text).

2. Find out the topic sentences and main ideas (find headlines for the paragraphs)

3. Mark those parts of your text which can be omitted.

4. Condense your sentences if necessary.

5. Make a draft:

· Don´t copy sentences of the text, but paraphrase as much as possible.

· change direct speech into reported speech,

· change direct narration into indirect narration (1st person into 3rd person)

· write the summary in the present tense

· do not introduce any new material by way of opinion, interpretation or appreciation.

6. Write your summary.

7. Criticize and revise your summary by asking yourself:

· Have I understood every statement thoroughly?

· Have I included all important ideas?

· Have I excluded all minor ideas?

· Are my sentences clear and concise?

· Are the words mainly my own?

· Are my paragraphs well constructed?

· Will my summary be clear to someone who has not read the original?

