Summarising Tools-The 5R’s
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Reduce
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Take the texts
and offer one or
two sentences.

Reject
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Anything that
you don’t need
—reject it. Only

highlight the

relevant
information!
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Put the text into
your own words
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Re-write it so
that you can
check your
understanding
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Now write up
the information
so that it is
appropriate to
your form,
purpose and




