How to write a summary

Summarizing means writing a shorter version of another person’s work but still getting the gist[footnoteRef:1] of it and still being loyal to the original. A summary is a short, orderly collection of the most important information written in sentence form, not just keywords. You are to create a new version of the source/original text. In exam papers, summary writing tests comprehension, the ability to understand the overall structure of a text, and the ability to distinguish the major issues from the minor issues. It also often tests your ability to express yourself with a certain word limit. [1:  Kernen] 


Structure:
· Start with the wh-words: Where? When? What? Who? And very briefly work in title, author, year and type.
	You only have a very short amount of space to present the text (2-3 lines)
	You can also present the conflict (fiction) or topic/main argument (non-fiction)
· Move on to the plot points of the text – the events that drive the action of the story forward
These are e.g. the first plot point, the point of no return, the second plot point, and the climax 
Go through the plot points chronologically
(don’t mention the plot points directly: “the second plot point is when….”)
You can also save the conflict or topic/main argument for this part of your summary
If your text is a non-fictional text try to divide it into the following terms: introductory paragraph, main argument, supporting arguments, conclusion

Ways to go about it:
· Try to get an impression of the central theme and/or conflict (this requires that you start analyzing the story) – or, if it is a non-fictional text, the main argument/topic and intention of the text.
· Read through the text several times – you will find it difficult to summarize something you do not understand (it helps if you start analyzing it)
· Use the original title without any change
· Make a list of notes, in which you reproduce very briefly in your own words all the plot points. You must avoid copying expressions directly from the text.
· A good list is long from top to bottom (it has many points in it), but it is short from left to right (each point is expressed very briefly)
· Do not add any ideas or comments of your own
· Do not repeat information
· Divide your summary into sections and paragraphs
· Use linking words and phrases to show the relations between the paragraphs and sections (see below)
· Check that you are not over (or well under) the word limit. A common error is to run short of words and then omit the last part of the original text. Summarize the whole text! Do not write too much about the first part of the text and then just a little bit about the rest.
· Polish your draft. Check that you have not changed the meaning of the original.
· Always write in the present tense (nutid)
· Write the number of words used at the end of the summary

Linking words and phrases:
Use them to communicate, not to decorate! 
Linking words and phrases that:
add		in addition, furthermore, moreover, similarly, besides
indicate time		then, next, first, second, third
explain		in fact, in addition, in this case, furthermore
emphasize		certainly, indeed, above all, surely, most important, in fact
illustrate		for example, e.g., for instance, thus, such, next
compare		in the same way, similarly, equally important, too
contrast		in contrast, but, whereas, on the other hand, instead
state a consequence	therefore, as a result, consequently, accordingly, otherwise
sum up		to sum up, finally, in conclusion, to summarize, at last
