A Summary Translation must 

· remain faithful to the original
· contain all its key points

Steps to follow
· read the text several times so as the main theme or argument becomes clear
· pick out the main points and underline or highlight them or make marginal notes
· number the points you have highlighted 
· eliminate any repetitions, lists, examples and detailed descriptions
· you can use your own rewording where necessary
· points made in direct speech in the original version should be written in the form of reported speech
· you will have to retain technical terms from the original text, so take care that the meaning of these terms remains clear in the summary
· combine the notes into a continuous text, paragraphing the sentences appropriately. 
· Read the summary over again at least twice
i. Once to make sure that it gives a clear and fair impression of the original document and that it will make sense to the reader and 
ii. A second time to check for misspellings, poor grammar or bad punctuation 
In general, a summary is from one fourth to one half the length of the original. 

