Super Summaries!!

A “How To” Guide

A SUMMARY is a condensed and shorter version of a passage. Sometimes it becomes necessary to summarize information when you are searching for specific information or when you are planning to pass along the key facts to a second party.

Summary success… the tips!

· Read the entire passage through to become familiar with the main idea. Consider the information the title provides.

· Underline, circle or highlight key phrases, facts or statistics that are significant to the text. 

· You will need to eliminate the information that is not absolutely necessary to the article.

· The summary should be in paragraph form. Please use transitional words to link ideas. As well, no PERSONAL voice should be heard – all of your writing should be formal and distant.

· Some ideas? Choose one word to replace many, put information into your own words, provide fewer examples.

· Under no circumstances should there be any word for word information used in your summary!

· Always proofread for spelling, grammar and punctuation.

A summary often has a word count associated with it. For the cases we are working with, aim for half the number of words or somewhat fewer.

