
SummaryWriting Checklist

A summary writing checklist serves as a valuable guide for students and

writers to ensure their summaries are clear, concise, and accurately reflect

the original content. Summarizing involves extracting key ideas from a text

and presenting them in a shortened form without losing the essential

message. This process can be challenging, but a checklist helps by providing

a structured approach, allowing the writer to focus on the most important

aspects of the text while avoiding unnecessary details. By following a

checklist, you can enhance your summarizing skills and produce effective

summaries that are easy to understand and retain.

1. Read Thoroughly

Have you read the entire text to understand the main idea and supporting

points?

2. IdentifyMain Ideas

Did you identify the central theme or main argument of the text?

3. Highlight Key Points

Have you noted down the most important details that support the main idea?

4. Use Your OwnWords

Did you paraphrase the content instead of copying directly from the text?
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5. Be Concise

Is your summary much shorter than the original text?

6. Omit Unnecessary Details

Did you exclude examples, statistics, and other less relevant details?

7. Maintain the Original Meaning

Have you accurately reflected the author’s original intent?

8. Stay Objective

Did you avoid including personal opinions or interpretations?

9. Preserve Structure

Did you maintain the logical order of ideas as presented in the original text?

10. Check for Clarity

Is your summary clear and easy to understand?

11. Revise for Accuracy

Have you reviewed the summary for any errors or missing key points?

12. Check Grammar and Spelling

Did you proofread for grammatical and spelling mistakes?
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