Important Notes on Summary Writing


Tense


First off, understand that present tense is always used when discussing another writer’s work, whether this be a fictional or non-fictional narrative or any sort of essay (expository or argumentative). Understand that an essay is not an event (a speech would be the exception here): an essay did not “happen.” Writing is fundamentally different than speaking because the person who receives the message of an essay could be living in another age or area of the world, which is to say that ideas, opinions, narratives, etc. are brought to life the moment a reader chooses to read them. Even in quoting someone like Postman, who is dead, we would say, “Postman says,” or “Postman argues,” or “Postman avers”—the author may be dead, but his message lives on. There are exceptions to this of course—see if you can determine what they are…
Addressing Author

Never refer to an author using only his or her first name. Fine to use entire name or just last name. No need to include title like Mr., Mrs., or Ms., yet you are welcome to include significant educational titles (Ph.D., Dr., etc.)

Attributive Tags

Make sure to list author’s name or at least a relevant pronoun in each paragraph of essay. Also, be prepared to use an attributive tag if there’s possibility ambiguity; in other words, if it wouldn’t be clear to your reader whom a particular opinion or particular evidence belongs to: you or the author. Beware abuse—sentence variety is important.
Documentation

Include page or paragraph numbers in parenthetical citations if you quote material from text. For instance, “quoted material” (page #) or “quoted material” (par. #)—note that only for paragraphs is an abbreviation required. Note that punctuation (comma, period, or semicolon) should follow the parenthetical citation. If you cite (summarize, paraphrase, or quote content) any other sources, you would also need to include page or paragraph numbers.

