Steps in Summarizing Informational Text

Sample Formal Informational Text Summary


In the May 2004 issue of What’s Happening in California? entitled “LAUSD Goes ‘Sweatfree’,” the author Lawrence Gable examines Los Angeles Unified School District’s recent decision to not purchase products from vendors that were manufactured in sweatshops within or outside of the United States.  Gable reports that LAUSD, the second-largest school district in the country, spends millions annually on furniture, uniforms, and equipment.  Because of the district’s vast budget and economic power, LAUSD is placing pressure upon potential vendors to report where they acquired their products and to only obtain merchandise from industries that offer safe and legal working conditions.  Gable emphasizes that suppliers must also guarantee that no children are employed, and that all laborers earn a “non-poverty” wage and have the right to form a union.  He clarifies LAUSD’s main reasons for taking this action.  First, the large urban district serves thousands of immigrant families, with many parents and relatives employed by sweatshops in Southern California.  In addition, the district wants to make sure children are actually attending school, instead of working for low wages in unhealthy conditions to earn extra money for their families.  Finally, Gable points out that the district plans to enforce its “sweatfree” policy by charging a $1,000 penalty for any violation, and by working with unions and community members who will inform the district about any manufacturers who ignore labor laws.

Step 1
Highlight the most important points in the reading.

Step 2
Make a brief outline of the most important points.

Step 3
Mention the author, the specific genre, and the title of the


reading in your first sentence.

Step 4
State the topic of the reading and the thesis/main idea 


at the beginning of your summary.

Step 5
Include only the most important points and supporting details. 

Step 6
Paraphrase the author’s ideas rather than copy sentences, but be sure to 
include some of the key content terms used in the reading. 

Step 7
Don’t include your personal opinions or experiences.

Step 8
Present the ideas in the order in which they were discussed 


in the reading selection.

Step 9
Introduce the author’s key points with citation verbs and expressions (e.g., the author points out, according to).

Step 10
Use transitional expressions to make connections between ideas.  



                                     (Kate Kinsella, San Francisco State University, 8/04)

