How to write a summary

▲Lead in
1. About Task-writing

	Task-writing

	Contents
	Summary (about 30 words)

	
	Your opinion, argument and conclusion (about 120 words)


2. About summary

A summary is a brief account of the main points of an article in your own words.                
· Step one The key to writing a summary
Discussion: What should we pay attention to write a good summary of an article?

1. What should we do before writing a summary?

2. What should we pay special attention to when reading?
3. Should we mainly use our own words or the sentences in the original passage?
3. Should we write it in the first person or the third person?

4. Should we express our opinion?

The points to be paid attention to:

▲Step two The skills of writing a summary
Skill1: Omit the details
Skill2: Omit the repetitions

Skill3: Omit the examples

Skill4: Use general words instead of specific words 
Skill5: Turn a dialogue into indirect speech 

Please follow the examples and the find out what skills of summarizing are used.
1. Original text:

Then, you can think of a way to make both sides happy. Here are some tips:
1) Make time to talk. You could talk about your school life and your plans for the future. 

2) Keep a diary. It can help you understand more about yourself and your feelings.

3) Show your parents you are growing up. Wash your own clothes and help around the house.

Summary: There are some tips for children to follow so that they can get on well with their parents.
The skill used: __________________________________
2. Original text: 

Sometimes, kids don’t think their parents are fair to them. When you want to dress in a modern way, your mum doesn’t like you to wear a mini-skirt. When you are making phone calls to friends, they ask whether you’re speaking to a boy or a girl. 
Summary: It is quite natural that we children look at the same problem differently from our parents.
The skill used: ____________________________________

3. Original text:

Kate looked at Paul disapprovingly, “You use too much salt on your food, Paul. It’s not at all good for you!” Paul put down his knife and frowned, “Why on earth not! If you didn’t have salt on your food it would taste awful…like eating wood or sand…just imagine bread without salt in it!” 
Summary: Kate suggested that Paul should eat less salt. But Paul disagreed. He said that food without salt would be tasteless. 

The skill used: _____________________________________
4. Original text:

She brought home several Chinese and English novels, a few copies of Time and Newsweek, and some textbooks. She intended to read all of them during the winter vacation.
Summary: She brought home a lot of books and magazines to read during the vacation.

The skill used :_____________________________________
▲Step three How to write a summary
 1. How to summarize a narration（记叙文）
Everyone has an experience they would rather not forget. Some are embarrassing, some are moving, and some teach us a lesson. Here is a story of mine.
Last Sunday I went fishing. After setting up my fishing rod with bait, I sat down on the bank of the lake. But two hours later, I didn’t catch any fish. I got very angry and began to pack up my stuff, preparing to go back home.

Just then, I saw an old man sitting near me. To my surprise, his basket was full of fish, so I went over to him, wanting to know why. “Excuse me, but how long have you been here?” I asked. “About four hours,” he answered. “Four hours?” I couldn’t believe my ears. “Yes. It’s very important to be patient,” the old man said, “Don’t consider fishing a tiring sport. Just enjoy it.”
Suddenly, I understood what he said. I must learn to be patient. Then I sat there and waited for fish patiently. I felt a fish touch the bait, but I didn’t move and waited for the right moment to reel it in. At last, I caught it. This made me very happy. In the following six hours, I caught over 10 fish. 

On my way home, I thought what had happened on the bank. I gradually realized that the secret of success was patience. 

The six elements of a narrative story

	What
	

	Who
	

	When
	

	Where
	

	How
	First:
Then:

	Why
	


Summary：

Skill :要素串联法（常用语记叙文）

小结：故事性的短文概括应围绕“什么人、发生了什么事、结局如何，（有什么寓意）”来写，即阐述一个故事梗概，忌力陈细节，忌掺入个人评价。 
常用语句：1. The passage/ story is mainly about (talks about) …
          2. The writer/author tells us about …
          3. The passage narrates that …
2. How to summarize an argument（议论文）
Scientists find that hard-working people live longer than average men and women. Career women are healthier than housewives. Evidence shows that the jobless are in poorer health than the job-holders. A study shows that whenever the employment rate increases by 1%, the death rate increase correspondingly by 2%. All this comes down to one point: work is helpful to health.
Why is work good for health? It is because work keeps people busy, away from loneliness. Researches show that people feel unhappy, worried and lonely when they have nothing to do. Instead, the happiest are those who are busy. Work serves as a bridge between man and reality. By work, people come into contact with each other. By collective activities, they find friendship and warmth. This is helpful to health. The loss of work means the loss of everything. It affects man spiritually and makes him likely to disease. Besides, work gives one a sense of fulfillment and a sense of achievement. Work makes one feel his value and status in society. When a writer finishes his writing or teacher sees his students grow, they are happy beyond words.
The structure of an argument

	Statement
	

	Supporting

facts
	

	Conclusion
	


Summary：

Skill: 议论三步法/段落合并法 
小结：对于议论文的阅读短文而言,要尽可能客观简要地转述阅读材料的观点。 
常用语句：1.The passage mainly discusses that…
2. We can know from the passage 
3. As far as the author is concerned,…

4. The chapter above is concerning + n.
3. How to summarize an exposition（说明文）
Teamwork is about people working together as a team. The idea has spread from the world of sports to business. In the 21st century, as people and their work are becoming more technically advanced, working as a team makes it easier to get things done.
Some things cannot be done by people working individually. More complex goals usually require that people work together. Anyone who has ever been to a job interview will almost certainly have been asked what teamwork means to them. This is because companies want people who are team players, who can get along with their colleagues and work together in a group. Because teamwork is required by many organizations today, they will often organize team building events in an attempt to get people to work as a team than as individuals.

There are seven important skills that one must learn in order to be a successful team player. They are as follows:

Listening---listen and allow people to freely express their ideas.

Questioning--- ask questions and discuss the objectives of the team.

Persuading--- encourage people to exchange, defend , and rethink their ideas.
Respecting--- treat others with respect and to support their ideas.

Helping--- help one’s partners, this is the general theme of teamwork.

Sharing--- share ideas and resources with the team to create an environment of teamwork.

Participating--- all members of the team are encouraged to participate in the team.
	Topic
	

	Expositions
	


Summary：

Skill: 中心句挖掘法（常用语说明文）
小结：就说明文而言，要明确所说的是什么内容，抓住首句和结尾是关键，要求学生必须用概括的文字来说明某种现象。 
常用语句：1. It is stated in the article that…

2. According to the passage, we can know that …
3. In the passage, the author states that …
4. The passage points out that…
· Conclusion:
1. Summary= “ ? + ? ”
	
	
	

	Narration
	theme/aim/…(1 sentence)
	general idea (1 or 2 sentences)

	Argument
	statement(1 sentence)
	supporting facts (1 or 2 sentences)

	Exposition
	topic(1 sentence)
	expositions (1 or 2 sentences)


1) 2. Checking Suggestions

2) Check the person (人称).
3) Check the agreement(主谓一致).

4) Check the number(单复数).

5) Check the tense(时态).

6) Check the spelling(词汇拼写) and sentence patterns(句型) .
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