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Read the passage thoroughly (once quickly, once carefully).Understand the meaning of each paragraph.Locate the answers in the passage; do not add outside knowledge.Answer in your own words unless asked to quote.Be precise and to the point – avoid long unnecessary explanations.
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Read the passage carefully to understand the central idea.Identify key points – main arguments, important facts, essential details.Remove examples, stories, quotations, repetitions, and anything unnecessary.Use your own words (do not copy long sentences from the passage).Keep it concise – usually one-third of the original length.Maintain the tone (serious, humorous, scientific, etc.).Use a suitable title (short and meaningful).Write in the third person and past tense, unless the original is timeless.Ensure clarity and coherence – it should read like a complete piece.Revise for grammar, length, and accuracy.
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