Summary Rules and Pointers

1. Use 12 point black font.
2. Double space.
3. Indent each paragraph ½ inch.
4. Do not have extra space between paragraphs. Go to “Paragraph” on the control panel. Go to “Spacing”. Click “0” “Before” and “After. Click “Don't add space between paragraphs of the same style” and click “OK”.
5. WHO, WHAT, WHEN, WHERE, WHY. You are writing a summary. When I read what you have written, I should understand WHO did the research, on WHOM the research was one, WHAT the research was, WHAT the conclusions were, WHEN and WHERE the research was done. The research took place I the past, therefore you should use past tense until the point at which you give your reflections on the study. 
6. Do NOT use direct quotes. Use your own words to summarize the research. 
7. Do not use “I think” or “I believe”, “this article” or “the article I read”.
8. You may not, under any circumstances use phrases, sentences, or even words that are not in our vocabulary that come directly from the article. If you do these things, you are plagiarizing. Plagiarizing is serious business. DO NOT DO IT!!!
9. Use APA style where appropriate.  
