
Summary 

1. What is a summary? Give the definition of this word. 

2. Why is it important to avoid adding personal opinions in a summary? 

3. How can summarizing a text be beneficial in academic settings? 

4. Describe a strategy you could use to identify the main points of a text. 

 

Fill in the blank with the correct words. 

1. A summary should include only the ______________ points of the text. 

2. The _________________ of a summary is to provide a brief overview of the main ideas. 

3. Avoid including __________________ details in a summary. 

4. A summary should be written in your own _______________________. 

5. The _____________________ of the text should not be altered in a summary. 

Word bank: purpose, language, key, meaning, unnecessary 

 

Summary Writing Table for Students 

This table can help students organize their thoughts and write effective summaries. It's designed to be flexible and adaptable to 

different text types and lengths. 

Step Action Considerations/Questions My Notes/Examples 

1. Read and 

understand 

Read the text 

carefully. 

1. What is the main idea/purpose of 

the text? 2. Who is the intended 

audience? 3. What are the key 

supporting details? 4. Are there any 

unfamiliar words or concepts? 

*Main Idea:  

*Audience:  

*Key Details:  

*Unfamiliar Words:  

2. Identify 

the Main 

Idea 

Determine the 

central point the 

author is trying 

to convey. 

1. What is the overall message? 2. 

Can you summarize the text in one 

sentence? 

*Main Idea Sentence:  



3. Select 

Key 

Supporting 

Details 

Choose the 

most important 

details that 

support the 

main idea. 

1. Which details are essential to 

understanding the main point? 2. 

Are there any examples, statistics, 

or anecdotes that are particularly 

relevant?  

Avoid minor details or repetitive 

information. 

*Key Detail 1:  

 

*Key Detail 2:  

 

*Key Detail 3:   

4. Organize 

the 

Information 

Structure the 

main idea and 

details 

logically. 

1. Should you follow the same order 

as the original text? 2. Is a 

chronological, thematic, or other 

organizational structure more 

appropriate?  

Use transition words to connect 

ideas smoothly. 

Organization Strategy: *Outline/Order of Points:  

 

 

 

  

5. Write the 

Summary 

Put the 

organized 

information 

into your own 

words. 

1. Use clear and concise language. 

2. Avoid plagiarism by paraphrasing 

and not copying phrases directly. 3. 

Maintain the original text's tone 

and objectivity (unless instructed 

otherwise). 3. State the main idea 

clearly in the beginning. 4. Include 

only the most important 

information. 5. Keep the summary 

brief and to the point. 

*Summary Draft: 

 

 

 

 

 
 



6. Review 

and Revise 

Check your 

summary for 

accuracy, 

clarity, and 

completeness. 

1. Does your summary accurately 

reflect the main idea and key details 

of the original text? 2. Is your 

summary easy to understand? 3. Is 

it free of grammatical errors and 

spelling mistakes? 4. Is it the 

appropriate length? 

*Revision Notes: ... *Final Summary:  

 

 

 
 

 

After all: 

Choose the most appropriate strategy for you for writing a summary. 

 

 

 

 

 

 

 

 

 

Answers: 



1.  

A summary is a concise and comprehensive overview of the key points of a text. It presents the main ideas and essential information 

in a condensed form, without unnecessary details or elaborations. 

Definition: A summary is a brief restatement of the essential information or main ideas of a longer text, presented in a clear and 

concise manner. 

2.  

It's crucial to avoid adding personal opinions in a summary because the purpose of a summary is to accurately represent the original 

text's content, not to provide an interpretation or evaluation. Adding personal opinions compromises the objectivity and accuracy of 

the summary, potentially distorting the author's intended message. Here's a breakdown: 

1.Objectivity: Summaries are meant to be objective representations of the original source. Introducing personal opinions injects 

subjectivity, which can bias the reader's understanding of the original text. 

2.Accuracy: A summary should accurately reflect the author's ideas and arguments. Personal opinions can alter the meaning 

and create a misrepresentation. 

3.Clarity: Adding opinions can confuse the reader by blurring the line between the author's views and the summarizer's view.  

4.Purpose: Summaries are often used to provide a quick overview for those who may not have time to read the entire original 

text. Adding opinions undermines the summary's utility as a neutral informational tool. 

3. Summarizing a text is highly beneficial in academic settings for several reasons: 

• Improved Comprehension: Summarizing forces you to actively engage with the material, which enhances your understanding 

and retention of the content. 

• Effective Note-Taking: Summaries serve as concise notes that can be easily reviewed for exams, assignments, or research. 



• Critical Thinking: Summarizing requires you to analyze the text, identify key points, and synthesize information, which 

strengthens your critical thinking skills. 

• Research Efficiency: Summarizing research articles and papers allows you to quickly grasp the main findings and determine 

their relevance to your own work. 

• Synthesis of Information: When writing essays or research papers, summarizing sources helps you integrate information 

effectively and avoid plagiarism. 

• Preparation for Discussion: Summarizing texts before class discussions ensures you have a clear understanding of the 

material and can contribute meaningfully. 

4.Here's a strategy to identify the main points of a text: 

1. Preview the Text: 

o Read the title, headings, subheadings, and any introductory or concluding paragraphs. 

o Look for bolded or italicized words, as these often highlight key concepts. 

o Examine any visuals (charts, graphs, images) and their captions. 

2. Read Actively: 

o As you read, highlight or underline key sentences and phrases. 

o Pay attention to topic sentences, which usually appear at the beginning of paragraphs and introduce the main idea. 

o Note any recurring themes or arguments. 

3. Identify the Thesis or Main Argument: 

o Determine the author's central claim or purpose. 



o Look for statements that summarize the overall message of the text. 

4. Isolate Supporting Details: 

o Distinguish between essential supporting details and extraneous information. 

o Focus on evidence, examples, and explanations that directly support the main points. 

5. Summarize Paragraphs or Sections: 

o After reading each paragraph or section, write a brief summary in your own words. 

o This helps you consolidate information and identify the most important ideas. 

6. Synthesize the Main Points: 

o Review your paragraph summaries and identify the overarching themes and concepts. 

o Create a concise outline or list of the main points, ensuring they accurately reflect the author's message. 

7. Check for Clarity and Coherence: 

o Review your main points to ensure they are clear, concise, and logically connected. 

o Make sure that the main idea of the text is represented. 

 

 


