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- Writing a Summary
Writing a Summary

The summary is a short form, or condensed version of a longer piece of writing.  Its purpose is to give the main idea of a passage while leaving out the minor details. Often summarizing is used in the workplace.  For example, on a job, you may be asked to summarize in a variety of ways (either taking notes in a meeting or summarizing the work accomplished to a foreman at the end of a shift).

In a summary, you give only the essential points.  You do not add your own opinions.  You probably unknowingly use summarizing skills every day.  Most often when you describe a movie or t.v. show you recently watched.

Summarizing is also an effective study skill because you are often asked in many subjects to sort out essential details and write them in your own words.  This helps to develop skills for understanding and remembering new material.

Writing a Summary “Hints”

Essential message:  

The summary gives only the essential message;  all minor 





details are left out.  For example, introductions, 





illustrations, examples and long definitions are unnecessary.

 No New Information:  
Summaries only represent the original.  Therefore, 





everything that is written in the summary should already 





have been stated in the original passage.  The opinion of the 





summary writer should not appear in the summary.

Simplicity:  

Summaries should be written simply in your own words, so your 




readers will understand what you have to say.

Organization:  

A summary follows the organizations of the original piece of writing.   




It should develop like any other piece of writing with a beginning, a 




middle and an end.  based on the organization of the original, the 




summary should open with a topic sentence, add supporting 




information, and close with a conclusion.

Conciseness:  

Above all, a summary must be concise.  It should be short enough to 




be time-saving, and it should be long enough to be meaningful. A 




good rule of thumb for summary length is one-third to one-fourth 




the length of the original.

Examples:



a) When possible, cut a clause to a phrase, and a phrase to a single word. 





ie: Clause:
Although she was in a hurry


 
   

    Phrase:
Feeling hurried



     

    Word:
hurriedly



b) Get rid of every useless “that”, “which” and “who”.  Use simple past tense or present 



   tense, and use short hand abbreviations.



ie: Canadian becomes; Cdn, approximately becomes; approx.



c) Use sentence-combining techniques that you have already learned, to combine ideas into 



   more compact, effective sentences.



ie: A young Canadian raised 22 million dollars for cancer research. His name was Terry Fox



becomes; A young Cdn, Terry Fox, raised $22 million for cancer research

Writing A Summary Assignment

Like any skill, in order to be successful, you must practice.  You are to read and examine the examples of effective summaries.  You are then to demonstrate that you can summarize a newspaper article on your own. You will be marked out of ten for summarizing an article and including your checklist and a copy of the article.
What to do:


Look through a newspaper or use the internet to find an article that is interesting to you.  Make sure that it is not too long.

Write a summary of the article, making sure that you are following the summary checklist outlined below.

Attach the original news article to your revised summary.



								Student 		Teacher





Does your summary give only the essential 				Yes  No		Yes  No


message of the original, leaving out minor details?





Does your summary contain only information 				Yes  No		Yes  No


that was in the original, leaving out your own opinion?





Is your summary written as simply as possible 				Yes  No		Yes  No


in your own words?





Is your summary neat and free from obvious 				Yes  No		Yes  No


spelling and grammatical mistakes?


									O.K. 	Revise





Total: ___/10








