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M&E 
summary 
practice

Case 
practice

Summary 
writing



Steps to summarize the article 

QUICK overview the article

SCAN overall idea of aim & main idea 

Make NOTES: important ideas, brief notes 
through research aspects

CHECK thoughts

Use notes to WRITE summary per 
structure 

Summary Report



One-page summary

• Topic (What?)

• Objective (Why?)
• Important issues 

(What?)

• Measures (How?)

Core notes

• Arrange notes

• Check thoughts   

• Transfer to 
writing

Steps
• Use template

• Ask others for 
comments

• Be constructive

Tips



Background

Overview

Budget

Action Plan

Example: Project/Program Proposal 



Example: Problem-solving Proposal

Problem

Existing situation

Target

Main causes

Solutions

Results

Next steps



Critical review

A review of an article that combines a summary and a 

critical comment.

Critical ability enables to:

 Keep up-to-date and adjust to change

 Assess, provide comments on problems & propose evidence-based 

solution alternatives

 Evaluate & provide comments on solutions proposed in workplace 



 Without recommendations, a report has reduced chance of achieving 
changes

 Suggest actions, defined & prioritized, to be taken in response to the report’s findings.

 Regard as a prompt to action for your reader

 Results of multidisciplinary expert analysis carried out by monitoring 
bodies

 Basis for periodic evaluation & follow-up both by monitoring bodies and 
authorities themselves

 Constructive contribution to national problem-solving & provision of 

structured framework for dialogue with concerned authorities  

Source: Association for the Prevention of Torture, 2008 
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specific

measurable

achievable

result-oriented

time-bound
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solution-suggestive

mindful of prioritization, 

sequencing & risks

argued

root-cause responsive

targeted

Double 

SMART
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