Guideline to Summary-writing

A. What is a summary? 

A summary is a restatement in a shortened form of the theme and chief ideas of a text - without changing their meaning and without com​ment. It is written in one's own words, not in the words of the ori​gi​nal text. Don't copy phrases from the ori​gi​nal. The summary is written from the point of view of the author whose work you must summarize. Do not begin with ex​pres​sions like "the author says" or "the paragraph means". Begin as if you were sum​marizing your own writing. Keep in mind that the summary is seldom more than one third of the length of the original.

B. How to shorten a text: 6 basic rules.

1.
Use indirect speech instead of direct speech.

2.
Avoid unnecessary adjectives.

3.
Leave out repetitions, examples, illustrations and compa​​ri​sons.

4.
Prefer the simple word to the complicated one. If the text con​​​tains technical terms  which are necessary you may keep them.

5.
Change complex phrases or sentences into shorter ones, e.g. by using participles or  gerunds.

6.
Use collective nouns instead of lists of individual objects, e.g. "furniture" instead of "chairs, table, cupboard, so​fa".

C. How to write a summary: 6 steps.

1.
Read the text carefully (at least twice). 

2.
Put the text aside and ask yourself: what does the author want to say? Note down the cen​tral idea in a few words.

3.
Follow the writer's line of thought through the text. The para​graphs will help here. Underline the main ideas of the passages or list the essential point(s) in note-form.

4.
Arrange the main points in a skilful logical order. Using the list of points, you may draw up an outline.

5.
The summary should not read like a mere list of points. Combine your sen​tences by

· using connectors like: but, yet, however, therefore, con​​​se​quently, etc.

· subordinating some of the ideas to others: although, since, as, in order to, etc.

6. 
Re-read your summary:
· check whether you have exceeded the maximum number of words; if so, shorten,

· improve the choice of words,

· check and improve the connectors,
· vary the sentence structure.
