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Example of a Summary Writing: How to Craft Clear and Effective Summaries

example of a summary writing is something many students, professionals, and
writers often seek to understand and master. Whether you're summarizing a
book, an article, a report, or even a conversation, the skill of condensing
information while retaining its core meaning is invaluable. Summaries help
readers grasp essential points quickly without wading through lengthy texts.
In this article, we’ll explore what a summary entails, how to write an
effective one, and provide a clear example of a summary writing that
highlights best practices.

What Is Summary Writing?

Summary writing is the process of distilling a longer text or speech into a
shorter form that captures the main ideas and key points. Unlike
paraphrasing, which involves restating specific portions of text in your own
words, a summary offers a broad overview of the original content. The goal is
to present the essence of the material in a concise and coherent way.

Effective summary writing is not just about shortening text; it requires
comprehension, critical thinking, and the ability to prioritize information.
This skill is essential across many fields—from academia, where students
summarize research papers, to business, where professionals condense reports
for quick decision-making.

Key Elements of a Good Summary

To write a summary that is clear and useful, consider these essential
elements:

Conciseness: A summary should be significantly shorter than the original
text, focusing only on the main points.

Objectivity: Avoid adding personal opinions or interpretations. The
summary should reflect the author’s ideas.

Clarity: Use simple and straightforward language to ensure the summary
is easy to understand.

Completeness: Even though it’s brief, a summary should cover all major
points without leaving out critical information.



Step-by-Step Guide to Writing an Effective
Summary

Writing a summary can seem challenging at first, but following a structured
approach makes it easier. Here’s a practical method to create a solid
summary:

1. Read or Listen Carefully

Begin by thoroughly reading the original material or carefully listening if
it’s a speech. It’s important to understand the full context before
attempting to condense it. For longer texts, it helps to highlight or
underline key sentences.

2. Identify Main Ideas

Look for thesis statements, topic sentences, or repeated themes. These often
indicate the central messages. Ask yourself: What is the author trying to
convey? What are the supporting points?

3. Take Notes

Jot down the main ideas and important details. Avoid copying long passages
verbatim; instead, paraphrase in your own words to encourage comprehension.

4. Write the Summary

Using your notes, craft a summary that covers the main points logically and
coherently. Start with an introductory sentence that mentions the original
work’s title and author (if applicable). Then, summarize the core ideas
without unnecessary detail.

5. Review and Revise

Check your summary for accuracy and clarity. Ensure it’s free from personal
opinion and that it flows naturally. Edit for grammar and punctuation to
enhance readability.



Example of a Summary Writing in Practice

To better understand how to apply these tips, here’s a practical example of
summary writing based on a fictional article about climate change:

Original article excerpt:
“Climate change is one of the most pressing environmental issues of our time.
Rising global temperatures, caused primarily by increased greenhouse gas
emissions, have led to severe weather events, melting ice caps, and rising
sea levels. Addressing climate change requires global cooperation, policy
changes, and a shift towards renewable energy sources to reduce carbon
footprints.”

Summary example:
The article discusses climate change as a critical environmental challenge,
highlighting that rising temperatures result from greenhouse gas emissions.
It notes the consequences such as extreme weather, melting ice, and higher
sea levels. The author emphasizes the need for international collaboration
and the adoption of renewable energy to mitigate these effects.

This example shows how to condense a paragraph into a shorter version that
captures key points without losing the original message’s meaning.

Common Mistakes to Avoid When Writing Summaries

Even experienced writers can stumble when summarizing. Here are some pitfalls
to watch out for:

Including too much detail: Summaries should be brief, so avoid
overwhelming your reader with minor points.

Injecting personal opinions: Keep summaries objective and neutral.

Copying text verbatim: Plagiarism is a risk; always paraphrase and cite
the original source if required.

Ignoring the author’s intent: Make sure your summary reflects the
original meaning accurately.

Poor organization: A summary should flow logically; avoid jumping
between unrelated ideas.



Why Is Summary Writing Important?

Summary writing is more than an academic exercise—it’s a crucial
communication tool. Here’s why mastering it matters:

Enhances comprehension: Summarizing forces you to process and understand
the material deeply.

Saves time: Summaries provide quick access to essential information,
valuable in fast-paced work environments.

Improves writing skills: Learning to distill ideas hones your ability to
write clearly and concisely.

Supports critical thinking: Deciding what’s important requires analysis
and judgment.

Tips for Writing Summaries in Different
Contexts

Depending on your audience and purpose, summary writing can vary. Here are
some tailored suggestions:

Academic Summaries
Focus on the study’s hypothesis, methodology, results, and conclusions. Use
formal language and cite sources properly.

Business Summaries
Highlight key findings, recommendations, and action points. Clarity and
brevity are crucial for busy professionals.

Book or Article Summaries
Capture the main themes, arguments, and overall message. Avoid detailed plot
points unless relevant.



Oral Summaries
When summarizing verbally, practice clear enunciation and organized points to
maintain listener engagement.

Mastering the art of summary writing opens doors to more effective
communication, whether you’re a student, a professional, or simply someone
who loves to learn and share knowledge. The next time you encounter a dense
text, remember these guidelines and the example of a summary writing we’ve
discussed to help you convey information with precision and confidence.

Frequently Asked Questions

What is an example of summary writing?
An example of summary writing is a brief paragraph that condenses the main
points of a longer article, such as summarizing a news story by highlighting
the key events and outcomes in a few sentences.

How do you write a summary for an article?
To write a summary for an article, read the text carefully, identify the main
ideas, omit minor details, and rewrite the key points in your own words in a
concise manner.

Can you provide a sample summary of a short story?
Sure! For the short story 'The Tortoise and the Hare,' a summary might be: A
hare mocks a slow-moving tortoise and challenges him to a race. The hare
becomes overconfident and takes a nap mid-race, while the tortoise steadily
continues and wins the race, teaching the lesson that slow and steady wins
the race.

What is a good example of a summary for a book?
A good example of a book summary is: 'To Kill a Mockingbird' by Harper Lee is
about Scout Finch growing up in a racially divided Southern town, where her
father, Atticus Finch, defends a black man accused of rape, highlighting
themes of justice and morality.

How long should a summary be?
A summary should be concise, typically ranging from one paragraph to a few
sentences, depending on the length of the original text, focusing only on the
main ideas without unnecessary details.



What is the difference between a summary and a
paraphrase?
A summary condenses the main ideas of a text into a shorter form using your
own words, while a paraphrase rewords a specific passage or sentence but is
about the same length as the original.

Can you give an example of summary writing for a
scientific article?
For a scientific article on climate change: The article discusses recent
evidence of global warming caused by human activities, highlighting rising
temperatures, melting ice caps, and increased greenhouse gas emissions, and
calls for urgent policy changes to mitigate impacts.

What are the key elements to include in a summary?
Key elements in a summary include the main idea or thesis, important
supporting points, and the overall conclusion or outcome, all presented
briefly and in your own words.

How do you write a summary for a movie?
To write a summary for a movie, briefly describe the main plot, key
characters, and central conflict without revealing spoilers, focusing on the
overall story arc in a few sentences.

Why is example-based summary writing important for
students?
Example-based summary writing helps students understand how to identify main
ideas and convey information concisely, improving comprehension, critical
thinking, and writing skills essential for academic success.

Additional Resources
Example of a Summary Writing: A Professional Examination of Techniques and
Applications

example of a summary writing serves as a fundamental tool in both academic
and professional contexts, facilitating the condensation of extensive
information into concise, coherent narratives. Mastering the art of summary
writing is essential for effective communication, enabling readers to grasp
the core message of complex texts quickly. This article undertakes a thorough
exploration of what constitutes an effective summary, highlighting notable
examples, structural elements, and best practices, while integrating relevant
keywords such as summary techniques, concise writing, and paraphrasing



skills.

Understanding the Essence of Summary Writing

At its core, summary writing is the process of distilling a larger body of
text into a brief, clear, and accurate representation of the original
content. Unlike paraphrasing, which involves rewording specific passages,
summaries focus on capturing the main ideas without unnecessary detail. This
distinction is crucial when analyzing an example of a summary writing, as the
quality hinges on how well the writer balances brevity with completeness.

An effective summary adheres to several key principles: it remains objective,
avoids personal opinions, and excludes extraneous information. These
guidelines prevent distortion of the source material and maintain fidelity to
the author’s intent. For instance, summarizing a research article demands
highlighting the hypothesis, methodology, findings, and conclusions without
delving into experimental minutiae.

Common Features in Exemplary Summary Writing

Several characteristics distinguish exemplary summaries from subpar attempts.
These include:

Clarity: The summary should be straightforward, using simple language to
ensure understanding.

Conciseness: It must eliminate redundancy and focus solely on essential
points.

Coherence: Ideas should flow logically, preserving the original
structure’s intent.

Accuracy: The summary must reflect the source material’s meaning
precisely, avoiding misinterpretations.

By analyzing an example of a summary writing, one can observe these features
in practice. For example, a summary of a news article would succinctly
outline the who, what, when, where, why, and how, providing readers with a
snapshot of the story without bias or embellishment.



Examining a Practical Example of Summary
Writing

Consider a detailed report on climate change impacts. An effective summary
might read:

“The report outlines the accelerating effects of climate change,
including rising global temperatures, increased frequency of
extreme weather events, and significant threats to biodiversity. It
emphasizes the urgency of reducing greenhouse gas emissions and
adopting sustainable practices to mitigate environmental
degradation.”

This example of a summary writing encapsulates the primary themes and
recommendations, omitting technical data and peripheral discussions. It
demonstrates how selective condensation aids in delivering core messages
efficiently.

Why Summaries Matter in Professional Settings

In business and academia, summaries facilitate decision-making and
information sharing. Managers rely on executive summaries to quickly grasp
project statuses, while students use summaries to prepare for exams. The
ability to produce high-quality summaries is often a marker of critical
thinking and comprehension skills.

Moreover, in digital content creation and SEO (Search Engine Optimization),
summary writing plays a pivotal role. Well-crafted summaries improve user
engagement by providing quick insights, which can reduce bounce rates and
enhance search rankings. Incorporating LSI (Latent Semantic Indexing)
keywords naturally within summaries ensures relevance and aids in
discoverability across search engines.

Techniques to Craft Effective Summaries

Creating a compelling summary involves several strategic approaches:

Active Reading: Engage thoroughly with the source material to identify1.
main ideas and supporting details.

Highlight Key Points: Annotate or underline critical information that2.
must be included.



Paraphrase Intelligently: Rewrite ideas in your own words without3.
altering the original meaning.

Eliminate Redundancies: Remove repetitive or non-essential information4.
to maintain brevity.

Maintain Neutrality: Avoid inserting personal opinions or5.
interpretations.

Revise and Edit: Review the summary for clarity, coherence, and accuracy6.
before finalizing.

These steps, when applied consistently, enhance the quality of any summary
and reinforce the writer’s ability to communicate succinctly.

Comparing Summary Writing Across Different Genres

Summary writing varies depending on the genre of the source material:

Scientific Papers: Summaries focus on objectives, methods, results, and
conclusions, often used in abstracts.

News Articles: Emphasize key facts, events, and quotes, usually
structured as the inverted pyramid.

Literary Works: Highlight plot points, themes, and character development
without spoilers.

Business Reports: Concentrate on findings, recommendations, and
implications for stakeholders.

Understanding these nuances helps tailor summary writing to the intended
audience and purpose, enhancing communication effectiveness.

Challenges and Limitations in Summary Writing

Despite its utility, summary writing poses challenges. One common difficulty
is striking the right balance between detail and brevity. Including too much
information defeats the purpose, while excessive condensation may lead to
loss of critical context. Another limitation lies in the subjective nature of
determining what constitutes ‘main ideas,’ potentially introducing bias.

Furthermore, automated summarization tools, while convenient, often lack the



nuance required for precise and context-aware summaries. Human oversight
remains indispensable in ensuring summaries are accurate and meaningfully
representative of the original text.

---

In the realm of effective communication, an example of a summary writing
illustrates how information can be distilled without sacrificing clarity or
intent. Whether for academic purposes, professional reports, or digital
content, the skillful creation of summaries remains a vital competency.
Through attentive reading, careful selection, and clear expression, summaries
bridge the gap between extensive content and efficient understanding,
adapting seamlessly across diverse contexts and audiences.

Example Of A Summary Writing

  example of a summary writing: English Grammar and Writing Skills Sudhir S Padhye,
2017-04-10 ‘English Grammar and Writing Skills’ has been designed for use as a textbook for school
students and those in higher secondary. The book has been planned, keeping in mind the needs of
the students, and is aligned to the CBSE and SSC boards. The exercises in each chapter will help the
students prepare for their examinations. The book introduces the student to grammar concepts, step
by step, and is rich in examples. The exercises are meant to reinforce the understanding of the
concepts. At the end of the study, students will be pleasantly surprised by their improved
understanding of the subject.
  example of a summary writing: Reading Comprehension Strategies Danielle S. McNamara,
2007-05-24 First published in 2007. The focus of this book is on the cognitive processes involved in
comprehension, and moreover, on techniques that help readers improve their ability to comprehend
text and it is also on reading comprehension strategies. Indeed, the use of effective reading
comprehension strategies is perhaps the most important means to helping readers improve
comprehension and learning from text.
  example of a summary writing: Summary and Note-Taking with Key Marian Barry,
2010-02-11 This popular book, endorsed by Cambridge, provides summary and note-taking practice
for the revised syllabus of the Cambridge IGCSE examination in English as a Second Language. The
exercises are also helpful for studies across the curriculum, and as preparation for the demands of
academic writing. The Revised Edition includes linked summary exercises based on the preceding
note-taking activities, and a Writing Tasks section containing topic-related writing tasks.
  example of a summary writing: English Language Proficiency Assessments for Young
Learners Mikyung Kim Wolf, Yuko Goto Butler, 2017-05-25 English Language Proficiency
Assessments for Young Learners provides both theoretical and empirical information about
assessing the English language proficiency of young learners. Using large-scale standardized
English language proficiency assessments developed for international or U.S. contexts as concrete
examples, this volume illustrates rigorous processes of developing and validating assessments with
considerations of young learners’ unique characteristics. In this volume, young learners are defined
as school-age children from approximately 5 to 13 years old, learning English as a foreign language
(EFL) or a second language (ESL). This volume also discusses innovative ways to assess young
learners’ English language abilities based on empirical studies, with each chapter offering
stimulating ideas for future research and development work to improve English language
assessment practices with young learners. English Language Proficiency Assessments for Young

https://bmx.fpfootwear.com/archive-th-120/example-of-a-summary-writing.pdf


Learners is a useful resource for students, test developers, educators, and researchers in the area of
language testing and assessment.
  example of a summary writing: Best Practices in Writing Instruction Steve Graham, Charles
A. MacArthur, Michael A. Hebert, 2018-11-29 Well established as a definitive text--and now revised
and updated with eight new chapters--this book translates cutting-edge research into effective
guidelines for teaching writing in grades K–12. Illustrated with vivid classroom examples, the book
identifies the components of a complete, high-quality writing program. Leading experts provide
strategies for teaching narrative and argumentative writing; using digital tools; helping students
improve specific skills, from handwriting and spelling to sentence construction; teaching evaluation
and revision; connecting reading and writing instruction; teaching vulnerable populations; using
assessment to inform instruction; and more. New to This Edition *Chapters on new topics: setting up
the writing classroom and writing from informational source material. *New chapters on core topics:
narrative writing, handwriting and spelling, planning, assessment, special-needs learners, and
English learners. *Increased attention to reading–writing connections and using digital tools.
*Incorporates the latest research and instructional procedures. See also Handbook of Writing
Research, Second Edition, edited by Charles A. MacArthur, Steve Graham, and Jill Fitzgerald, which
provides a comprehensive overview of writing research that informs good practice.
  example of a summary writing: BUSINESS COMMUNICATION Dr. Neelam Turan, Vikrant
Verma, 2025-04-01 MBA, FIRST SEMESTER As per NEP-2020 Curriculum and Credit Framework
‘Kurukshetra University, Kurukshetra’
  example of a summary writing: Oral History Interview Guidelines, United States
Holocaust Memorial Museum , 1998
  example of a summary writing: ChatGPT in Action: A Guide , 2024-11-10 ChatGPT in Action is
a self-study and practice book with 60 lessons to learn how to use ChatGPT in a professional way.
What will you learn from this book? � Understand How AI Works — Learn how ChatGPT can
understand your input and generate human-like responses. � Discover ChatGPT’s Full Range of
Features as a software tool, from customizing its outputs to using advanced tools and creating
images. � Understand ChatGPT's Limits, including hallucination and its memory limits, along with
strategies to work around them effectively. �️ Master Prompt Engineering — Develop the skill of
writing effective prompts and building context to achieve the best results. � Unlock ChatGPT’s Full
Potential by exploring practical applications that range from personal to professional contexts.
  example of a summary writing: Advances in Information Retrieval Maarten de Rijke, Tom
Kenter, Arjen P. de Vries, ChengXiang Zhai, Franciska de Jong, Kira Radinsky, Katja Hofmann,
2014-03-24 This book constitutes the proceedings of the 36th European Conference on IR Research,
ECIR 2014, held in Amsterdam, The Netherlands, in April 2014. The 33 full papers, 50 poster papers
and 15 demonstrations presented in this volume were carefully reviewed and selected from 288
submissions. The papers are organized in the following topical sections: evaluation,
recommendation, optimization, semantics, aggregation, queries, mining social media, digital
libraries, efficiency, and information retrieval theory. Also included are 3 tutorial and 4 workshop
presentations.
  example of a summary writing: Success International English Skills for Cambridge
IGCSE® Teacher's Book with Audio CD Marian Barry, 2015-05-14 The Success International
series offers a practical approach to language learning and support. Success International English
Skills for Cambridge IGCSE® Teacher's Book offers teachers tips and advice for preparation for the
Cambridge IGCSE® in English as a Second Language. The series has been fully updated in line with
the revised syllabus updates, including a new text design, making the course appealing and exciting.
The series provides stimulating topics, international perspectives and relevant examples to
encourage students to explore and improve their use of English. Answers to both the Student's Book
and the Workbook are available in the Teacher's Book. Audio CD for listening activities included in
Teacher's Book.
  example of a summary writing: Handbook of Writing Research, Second Edition Charles



A. MacArthur, Steve Graham, Jill Fitzgerald, 2016-10-31 The definitive reference in the field, this
volume synthesizes current knowledge on writing development and instruction at all grade levels.
Prominent scholars examine numerous facets of writing from sociocultural, cognitive, linguistic,
neuroscience, and new literacy/technological perspectives. The volume reviews the evidence base
for widely used instructional approaches, including those targeting particular components of
writing. Issues in teaching specific populations--including students with disabilities and English
learners--are addressed. Innovative research methods and analytic tools are clearly explained, and
key directions for future investigation identified. New to This Edition *Chapters on genre
instruction, evaluation and revision, argumentative writing, computer-based instruction, and
professional development. *Chapters on new literacies, out-of-school writing, translation, and
self-regulation. *Many new topics and authors, including more international perspectives. *Multiple
chapters connect research findings to the Common Core writing standards. See also the editors'
Best Practices in Writing Instruction, Second Edition, an accessible course text and practitioner's
guide.
  example of a summary writing: Mastery Through Quizzing Stan Skrabut, 2025-03-24 Clear
your desks. You have a quiz!—Few phrases spark more anxiety in students. The tension, the stomach
knots, the panicked glances around the room… We’ve all been there. But what if quizzing wasn’t
something to dread? What if it became the key to deeper learning, greater confidence, and real
mastery instead? Mastery Through Quizzing isn’t just about testing knowledge but transforming how
we learn. Whether you're an educator, administrator, or instructional designer, this book will show
you how to turn low-stakes assessments into powerful tools for engagement, retention, and
long-term success. Discover how to: ✔ Shift from high-pressure exams to a growth-focused quizzing
strategy that reduces anxiety and boosts confidence. ✔ Design questions that drive critical thinking,
not just memorization. ✔ Leverage technology and test banks to make quizzes more effective and
scalable. ✔ Implement a step-by-step Mastery Quizzing Strategy to help students achieve real
understanding. Unlike traditional assessments that measure what students don’t know, mastery
quizzing helps them build knowledge step by step—reinforcing what they know and guiding them
forward. With decades of experience in instructional technology and education, I’ve seen firsthand
how this method can transform classrooms. I’m sharing the approach to help you move beyond
outdated testing models and create a learning experience that works. It’s time to rethink quizzing.
Let’s turn it from a source of stress into a stepping stone for mastery. Scroll up and grab your copy
today!
  example of a summary writing: 40 Strategies for Guiding Readers Through
Informational Texts Barbara Moss, Virginia Loh-Hagan, 2016-05-23 Gaining the skills to critically
read a wide variety of informational texts is more important than ever for today's K-12 students. This
carefully crafted book offers 40 standards-based instructional activities that teachers can
immediately put to use in the classroom. Clear rationales and step-by-step instructions are provided
for implementing each strategy, together with helpful classroom examples and suggested texts for
different grade levels. In a large-size format for easy photocopying, the book includes 44
reproducible worksheets. Purchasers get access to a Web page where they can download and print
the reproducible materials. (Prior edition title: 35 Strategies for Guiding Readers through
Informational Texts.) New to This Edition *Now features more strategies, including 16 that are
completely new. *Explicit links throughout to the Common Core State Standards (CCSS) and other
current standards. *Two additional strands of activities: Reading Closely and Discussion. *Numerous
new and revised reproducible tools--all downloadable.
  example of a summary writing: Forum , 1982
  example of a summary writing: Perspectives on Writing Roselmina Indrisano, James R.
Squire, 2000 Ths book brings together the contributions of a group of distinguished researchers&
teacher-scholars to present the significant theory&research related to the writing process,the
implications of this knowledge for practice,&the directions future research
  example of a summary writing: Good Essay Writing Peter Redman, Wendy Maples,



2017-02-22 Writing good essays is one of the most challenging aspects of studying in the social
sciences. This simple guide provides you with proven approaches and techniques to help turn you
into a well-oiled, essay writing machine. Good Essay Writing demonstrates how to think critically
and formulate your argument as well as offering water-tight structuring tips, referencing advice and
a word on those all too familiar common worries – all brought to life through real student examples
from a range of subjects. Now in its fifth edition, this fresh update contains: New essay examples are
analysed and discussed, so you have a clear understanding of what makes a good essay A new
chapter on essay writing skills and other forms of social science writing, helping you transfer the
skills you learn to different types of written assessments A new Companion Website providing
additional exercises and examples, helping you practice and apply the skills. This practical guide is
an absolute must for everybody wanting – or needing – to brush up on their essay writing skills and
boost their grades. The Student Success series are essential guides for students of all levels. From
how to think critically and write great essays to planning your dream career, the Student Success
series helps you study smarter and get the best from your time at university. Visit the SAGE Study
Skills hub for tips and resources for study success!
  example of a summary writing: Common Core Literacy Lesson Plans Lauren Davis,
2013-10-11 Schools nationwide are transitioning to the Common Core--our advice to you: Don't go it
alone! Our new book, Common Core Literacy Lesson Plans: Ready-to-Use Resources, K-5, shows you
that teaching the Common Core State Standards in the elementary grades doesn't have to be
intimidating! This easy-to-use guide provides model lesson plans for teaching the standards in
reading, writing, speaking/listening, and language. Get engaging lesson plans that are
grade-appropriate, easy to implement and include ready-to-use reproducible handouts, assessments,
resources, and ideas to help you modify the lesson for both struggling and advanced learners. Our
Common Core Literacy Lesson Plans are designed to fit seamlessly into your K-5 curriculum. You get
practical tips for revamping your existing lessons to meet the standards. Students learn how to read
informational texts, write opinion-based essays, and improve their speaking and listening skills.
Grammar mini-lessons and foundational skills mini-lessons will help you teach language conventions,
phonics, fluency, and more! We take the guesswork out of Common Core lesson plans with this
practical, easy-to-use guide. All lesson plans are grade-appropriate, and every lesson plan includes...
Common Core State Standards covered in the lesson Overview of objectives and focus of the lesson
Background knowledge required and time required A detailed, step-by-step agenda for the lesson,
plus a materials list Differentiation ideas to adapt the lesson for different kinds of learners
Assessment ideas, including rubrics and scoring guides A place for your notes: what worked; what
can improve Bonus! We show you how to extend the lessons into longer units to suit your particular
grade's curriculum, and even help you create more of your own lessons!
  example of a summary writing: ,
  example of a summary writing: The TKT Course Modules 1, 2 and 3 Mary Spratt, Alan
Pulverness, Melanie Williams, 2011-01-13 This is the official preparation course for teachers and
trainee teachers preparing for the Cambridge Teaching Knowledge Test (TKT) modules 1, 2 and 3.
  example of a summary writing: Effective Writing John Kirkman, Christopher Turk,
2002-09-11 Effective communication is vital to science, engineering and business management. This
thoroughly updated second edition with a new chapter on the use of computers and word-processors
gives clear, practical advice illustrated with real-life examples on how to select, organize and
present information in reports, papers and other documents.
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