Chapman Writing Center

Writing Summaries: General Guidelines

A summary expresses the main idea while condensing and shortening the information.  To write a summary, try to focus on the main point or main idea of the passage you are summarizing.  Restate the author’s main point or idea in one or two sentences but make sure they are your own words.

Remember these guidelines as you get started:

· Remember that summaries are almost always shorter than the original.  Only include enough information to restate the main points.

· Use your own words.  If you must include language from the text you are summarizing, put it in quotation marks and use a reference citation.

· Write down everything you need to know about the original source.  Make sure you have all the information necessary to create an in-text citation and an item in your works-cited or references list.

If you plan to use the summary in one of your essays, here are two extra tips:

· When summarizing material that extends over more than one page, indicate page breaks in case you decide to use only part of the summary.  This will come in handy when you create your in-text citations and reference page.

· Label the summary with a note that suggests where and/or how you intend to use it in your argument.
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