A summary (Ukr. розширена анотація, sometimes реферат) is a shortened version of a text aimed at giving the most important information or ideas of the text. Summarizing is an important part of writing academic papers, which usually include extensive references to the work of others. At Ukrainian universities, writing summaries of professional and scientific texts in English is often an examination assignment. The development of summarizing skills is therefore important for those who wish to master English academic writing. We will consider here the rules for writing summaries of texts, which, however, may be extended to book summaries.

 [Yakhontova]

Requirements for Summaries

A good summary satisfies the following requirements: 

1. It condenses the source text and offers a balanced coverage of the original. Avoid concentrating upon information from the first paragraph of the original text or exclusively focusing on interesting details.

2. It is written in the summary writer's own words.
3. It does not evaluate the source text and is written in a generally neutral manner.
4. The first sentence of the summary contains the name of the author of a summarized text, its title, and the main idea.

5. The summary uses enough supporting details and transition devices that show the logical relationship of the ideas.

6. It satisfies the requirements set to its length (which may be quite different; however, for a rather short text, the summary is usually between one-third and one-fourth of its length).

Steps in Summarizing

1. Skim the original text and think about the author's purpose and main idea of the text.

2. Try to divide the text into sections, or, if it has subheadings, think about the idea and important information that each section contains.

3. Now read the text again highlighting with a marker important information in each section or taking notes. You may also write an outline of the text.

4. Try to write a one-sentence summary of each section/part of the outline in your own words; avoid any evaluation or comments. Use the words and expressions synonymous to those used by the author of a summarized text.

5. Decide what key details may be added to support the main point of the text and write them down.

6. Write the first sentence of the summary with the name of the author of a summarized text, its title, and the main idea.

7. Add appropriate transition devices (logical connectors) to show the logical relationship of the ideas and to improve the flow of the summary.

8. Go through the process again making appropriate changes if necessary.
ABSTRACT

A research paper (or journal) abstract is a short account of a research paper placed before it. In contrast to the abstracts, which appear in abstracting journals, the research article abstract is written by the author of a paper. The "relatives" of the journal abstract are: the summary, the conference abstract, and the synopsis—a shorter version of a document that usually mirrors the organization of the full text. 

[From Yakhontova, …]

The journal abstract performs a number of important functions. It:

· serves as a short version of the paper, which provides the most important information;

· helps, therefore, the potential audience to decide whether to read the whole article or not;

· prepares the reader for reading a full text by giving an idea of what to expect;

· serves as a reference after the paper has been read.

Nowadays, abstracts are widely used in electronic storage and retrieval systems and by on-line information services. Their role in dissemination and circulation of written research products is further increasing in the information age.

The journal abstract has certain textual and linguistic characteristics. It:

· consists of a single paragraph;

· contains 4-10 full sentences;

· tends to avoid the first person and to use impersonal active constructions (e.g., "This research shows . . . ") or passive voice (e.g., "The data were analyzed . . .");
· rarely uses negative sentences;

· avoids using acronyms, abbreviations, and symbols (unless they are defined in the abstract itself);

· 
does not cite by number or refer by number to anything from the
text of the paper.

The most frequent tense used in abstracts is the present tense. It is used to state facts, describe methods, make comparisons, and give results, The past tense is preferred when reference is made to the author's own experiments, calculations, observations, etc.

Journal abstracts are often divided into informative and indicative abstracts. The informative abstract includes main findings and various specifics such as measurements or quantities. This type of abstract often accompanies research reports and looks itself like a report in miniature, 

Indicative abstracts indicate the subject of a paper. They provide a brief description without going into a detailed account. The abstracts of this type often accompany lengthy texts or theoretical papers. The combination of both types of journal abstracts, however, also exists.

The structure for the English journal abstract, as suggested by Mauro B. dos Santos (1996), includes the following moves:

1. Situating the research (e.g., by stating current knowledge in the field
or a research problem).

2. Presenting the research (e.g., by indicating its main purpose or main
features).

3. Describing its methodology.
4. Summarizing the results.

5. Discussing the research (by drawing conclusions and/or giving recommendations).

However, the rhetorical structure of journal abstracts may vary depending upon a research subject, field of investigation, and type of a paper.

TRANSITIONAL WORDS AND PHRASES

AND 

A. Listing:

1. Enumeration indicates a cataloguing of what is being said. Most enumerations belong to clearly defined sets:

first,… furthermore,… finally,… 

one,… two,… three,…

first(ly),… second(ly),… third(ly),…, etc.

	above all
	} mark the end of an ascending order

	last but not least 
	

	first and foremost
	} mark the beginning of a descending order

	first and most important(ly)
	


to begin/start with,… in the second place,… moreover,… and to conclude,… next,… then,… afterward,… lastly/finally,…

2. Addition to what has been previously indicated. 

a) Reinforcement (includes confirmation):

also

again

furthermore

further 

moreover 

what is more

then 

in addition

besides

above all

too

as well (as)

b) Equation (similarity with what has preceded):

equally 

likewise

similarly
correspondingly

in the same way

Note I. 

either 

neither

nor

not only…(but) also…

neither…nor…

From the point of view of meaning these are often the negative equivalents of and. Neither leaves the series open for further additions, whereas nor concludes it.

Note II. The truth of a previous assertion may be confirmed or contradicted by:

indeed

actually

in (actual) fact

really

in reality

B. Transition can lead to a new stage in the sequence of thought:

now

with reference/respect/regard to

regarding

let us (now) turn to…

	as for
	} often used when discussing something briefly

	as to
	


incidentally

	by the way
	}indicate a digressionand an afterthought

	come to think of it
	


Spoken language 

talking/speaking of. . .(informal)

	apropos (formal)
	}to introduce a digression 

	that reminds me…
	


OR

A.. Reformulation to express in another way:

better

rather

in other words

in that case

to put it (more) simply

B. Replacement to express an alternative to what has preceded:

again

alternatively

rather

better/worse (still)…

on other hand

the alternative is…

another possibility would be

BUT

A. Contrast with what has preceded:

instead

conversely

then

on the contrary

by (way of) contrast

in comparison

(on the other hand)…on the other hand…

B. Concession indicates the unexpected, surprising nature of what is being said in view of what was said before:

	(al)though 
	in any case

	(or) else 
	in spite of/despite that

	after all
	nevertheless 

	all the same
	nonetheless

	at any rate
	notwithstanding 

	at the same time
	on the other hand

	besides 
	only 

	even if/though
	still 

	for all that
	while 

	however 
	yet


C. Summation indicates a generalization or summing-up of what has preceded:

in conclusion

to conclude 

to sum up briefly

in brief

to summarize

altogether

overall

then

therefore

thus

D. Apposition used to refer back to previous sentences or to parallel or related references:

i.e., that is, that’s to say

viz., namely

in other words

or, or rather, or better

and

as follows

e.g., for example, for instance, say, such as, including, included, especially, particularly, in particular, notably, chiefly, mainly, mostly (of)

E. Result expresses the consequence or result of what has been said before:

so

therefore

as a result/consequence

the result/consequence is/was…

accordingly

consequently

now

then

because of this/that

thus

hence

for this/that reason

F. Inference indicates a deduction from what is implicit in the preceding sentence(s):

then 

in other words

in that case

else

equivalent to a negative condition

otherwise 

if so/not…

that implies

the conclusion is

