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Advice about summaries

Here is some advice about writing summaries based on the summaries you wrote for Wednesday’s (9/30) class.  

Organization
· Give a complete summary before you start to analyze the piece you’re summarizing. The summary should clearly restate the author’s main points and not be mixed with your opinion. It’s important to maintain the distinction between the writer’s ideas and yours.  Use quotations and page numbers for paraphrased ideas to help readers see that you’re summarizing. If necessary, keep repeating the author’s name; e.g., “As Sauer explains, . . . ” 
· Begin by explaining that you’re writing a summary. Then get to the author’s main points right away. Don’t simply follow the author’s organization, talking about what the author says first, and then second, etc.  If you want to use this chronological approach, use it after a paragraph in which you’ve summed up the key point(s).
· Divide your work into paragraphs. Use the beginnings of paragraphs to make key points and to signal shifts in your discussion.
Sentence structure
· Divide long complicated sentences into two – or into numbered lists or bullet points.
· Revise sentences so that they stress actions and focus on “characters.” See Chs 3 and 4 in Style. (We’re using Williams’ book because he explains how to express complicated, sophisticated ideas in clear, concise, action-oriented sentences.)
· Revise for conciseness.  Look for wordy phrases and redundant ideas to cut. Instead of repeating a general idea, illustrate it with a quotation or an example. 
Usage

· Refer to authors by their last names; it’s okay to omit titles, but be consistent (don’t use titles for some people and then not for others). 
Formatting and documentation

· Double-space the writing you submit in classes (except very informal pieces, like blog entries or notes), and use a “ragged” (unjustified) right margin for easier reading.
· Buy a stapler or paper clips! (Don’t submit loose pieces of paper. And put your last name or initials on every page in case the pages become separated.)
· Give every piece of writing a title.  Good example:  “Summary and Analysis of Stone-Mediatore’s Arguments.” Put titles of articles in quotation marks. Save italics for titles of books and journals (and ships!). 
· Include the author and title of whatever you are summarizing in your opening. Include some kind of documentation (parenthetical or as an endnote). When you quote and paraphrase, include page numbers in parentheses.  Your period should come after the parentheses. 
Summaries vs Analysis

· An analysis breaks something into parts and explains how the parts work together.  For example, one person talked about how S-M uses evidence and reasoning to back up her assertions, references to others to establish credibility, passages from another text to illustrate narrative bias in history, and variety in word choice to avoid repetition. 
· Some analyses include evaluation – was something successful or not? To prove that, you need to discuss purpose, criteria, assumptions, etc.  For example, if you think Stone-Mediatore’s arguments are effective, you would explain how the arguments work (analysis) and then why you find them convincing (evaluation). 
