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THE GOLDEN RULES OF SUMMARISING 
 

1. Read the passage to be summarized thoroughly.  
 
2. Underline the important points of the passage with a pencil.  

 
a. No important point mentioned must be left out.  
b. Sometimes important points are repeated in the passage for emphasis. In the summary it 

need not be repeated. 
c. Sometimes some points are interesting but are not important, those can be safely left out. 

Such points are added by the writer to attract the attention of the readers. Those would not 
be necessary for a summary.  

d. All unnecessary details must be left out.  
 
3. Put the details in the same order in which they appear in the text. 
 
4. Include only what is necessary for an understanding of the passage. For example, if a general 

statement is given and then some examples are given the examples can be sagely left out. .  
 
5. When the passage contains a list of items, do not pick out one or two for mention. Use a general 

phrase.   
 

For example:  On his desk was a dictionary, an encyclopedia, a novel, a book of poems, a        
science text book and a book of short stories.  

Precis:   On his desk were several books.  
 
6. Sentences, clauses and phrases may often be expressed in a shorter way without changing the 

meaning.  
For example:  The table had legs that were made of wood.   
Precis:   The table had wooden legs. 

 
7. Don’t change the tense of the original passage. Keep verbs in the same tense as in the original 

passage.  
 
8. Change Direct Speech into Indirect Speech.  
 
9. Do not add any facts, ideas, or opinions of your own.  
 
10. Use your own words as far as possible.  
 
11. Practice writing in a grid 

 


