HOW TO WRITE AN EXTENDED SUMMARY

To write an extended summary that will demonstrate to your instructor that you have a solid understanding of the text, you must complete the following tasks:

STAGE ONE  Close Reading:

1. Carefully read text

2. Label (in margins) each stage of thought in the text (paragraph groupings)

3. Underline key ideas and terms and make margin notes to clarify

4. Circle unknown vocabulary and look up

5. Divide text into sections (introduction, body, and conclusion)

STAGE TWO – Note Taking:

1. Write one or two sentence summaries of each major idea (stages of thought above)

2. USE YOUR OWN WORDS except for key concepts and terms. 

3. Condense – leave out all extra material.  Deal only with main ideas

4. Find the thesis

5. Move thesis to the top of the page

STAGE THREE  -- Writing the Summary: 

1. Compose a title that includes the name of the article but lets the writer know it is a summary

2. Write a first sentence that introduces the name of the article and the author

3. Write second (and third) sentence(s) that states the author’s thesis in your own words

4. Use transitions to string other sentence summaries (above) together until the summary is complete.

5. You may want to repeat the thesis in the conclusion.

6. DO NOT give your opinions about what the article says.  Just report what the author says

STAGE FOUR – Author References:

1. For the first in-text reference, use full name, first and last, but not titles or Mr./Ms. (Alison Knox)  NOT for parenthetical references!  

2. For second and all other references, use last name only (Knox)

3. Useful phrases to smoothly refer to authors:

according to . . .
as discussed by . . .

as pointed out . . . 
x’s thesis is . . .

4. Useful verbs to use when discussing an author’s ideas:

· says
· explains
· names
· defines
· discusses
· points out

· emphasizes
· writes
· lists
· recognizes
· reports
· refers to

· reveals
· proposes
· states
· presents
· asserts
· thinks

· finds
· notes
· insists
· tells
· adds
· argues

· shows
· indicates
· observes




