Summary:
Your job, in writing a summary, is to give the gist of a book.  Pretend that you will be giving a speech in five years, in which you will need to be able to remember this book.  Or pretend that your boss has been assigned to read the book, and that you’re providing the summary so that she doesn’t have to read the book but feels pretty confident that she knows what it’s about and how it makes its points.  You want to write a summary to your future self or your boss so that  you don’t have to pick up the book again.  You can remember the main points, the strategies to support the main points, the writing style, the interesting issues.  

You want to be concise, but you also want to be comprehensive.  That’s a hard challenge.

Suggestions:  Write out what each chapter is about (or what each sub-header is about).  Then, once you have the whole book sketched, see if you can say, in one or two sentences what the main argument of the book is.  Then move to the support for that argument.  Then move to the actual details that help to develop the support. 

Once you’re done, try to either expand or contract the summary to the word requirements.
