
THE ART OF CONDENSATION 

Technical Report Writing



INTRODUCTION
⚫ Summarizing is a skill, which is essential in many facets of your life. 
⚫ In this technology-driven world, everybody values time, and hence, if 

you master the art of condensation, you will not only save time but also 
communicate effectively. 

⚫ This art can be learned by practice and it can help you in preparing an 
abstract, or an executive summary which are essential elements of 
various technical documents.

⚫ The art of condensation is also known as précis (pra-se) (summary of 
essential points) writing. 

⚫ It is often tested in various competitive examinations because of the 
importance attached to it.
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INTRODUCTION
⚫ Précis writing does not merely involve paraphrasing (or writing in your 

own words) from the original document. 

⚫ It must be able to ‘stand alone’ and make sense—complete, 
informative, and easy to read.

⚫ A précis can be defined as an abridged form of the text or a piece of 
writing. 

⚫ Précis writing involves summarizing a document to extract the 
maximum amount of information, then conveying this information to a 
reader in the minimum number of words.

⚫ There is no fixed rule about the length of the précis but normally it is 
written in one-third of the number of the words in the original passage.
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The following qualities are essential to a précis:

⚫Completeness 
⚫ The précis must have the essential contents of the original passage without 

omitting any important fact or idea.
⚫Compactness 

⚫ All the ideas reproduced from the original document should form a 
compact whole. 

⚫ The words and sentences should convey a sense of unity with each other.
⚫Conciseness (free from all elaboration and superfluous detail)

⚫ Brevity (shortness) is the essence of a good précis. It is achieved by the 
process of sifting essential from unessential information, by avoiding 
repetition, and by omitting ornamental phrases and the like.

⚫ But brevity should not be achieved at the cost of clarity All the essential 
ideas of the author should be given clearly but briefly and concisely. There 
should only be economy of words but not of ideas.
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⚫ Clarity
⚫ The précis should have clarity of expression. This can be achieved by 

getting rid of circumlocutions and equivocal (uncertain) statements. 
⚫ It should be intelligible to even those readers who have not gone 

through the original document.
⚫ Coherence 

⚫ All sentences and ideas in a précis should follow one after the other in 
an unbreakable chain. 

⚫ They should follow a reasonable and natural order of development. 
⚫ One sentence should suggest the next and the process should continue 

till the close. 
⚫ The main theme should run through the sentences like the string of a 

necklace. Above all, the précis should not look like a collection of 
disjointed sentences, but a well-connected whole.
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STEPS TO EFFECTIVE PRÉCIS WRITING
⚫ Identify the reader and purpose of the précis

⚫ This determines how much detail should be included and how formal 
the précis needs to be. 

⚫ For instance, the précis you make of a textbook chapter for your own 
study purposes does not have to be as carefully refined as the 
executive summary of a formal report for an important client.

⚫ Read the original document
⚫ Skim-read the document to get an overview, then read it again slowly 

to identify the main themes and to distinguish the key ideas and 
concepts from the un important ones.

⚫ Underline the key ideas and concepts
⚫ Each paragraph should have one key topic, which the rest of the 

paragraph clarifies, supports, and develops.
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STEPS TO EFFECTIVE PRÉCIS WRITING

⚫ Write down a title which sums up the theme of the 
passage 
⚫ The title or heading is the précis of a précis and indicates what is 

to follow. Hence it should reflect the central idea of the passage. 
⚫ It can be a word, a phrase, or even a short sentence. A suitable 

title must be provided even if not asked.
⚫ Write a note-form summary of each paragraph

⚫ It is better to sum up the passage in the form of points. Use your 
own language as far as possible. Omit all irrelevant material.
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STEPS TO EFFECTIVE PRÉCIS WRITING

⚫ Write the précis
⚫ Paraphrase to express the summarized points more concisely and 

to develop them into coherent sentences, expressing all important 
points in a generalized form. 

⚫ Eliminate any repetitions or irrelevant details. Use the third 
person and indirect speech while writing the précis. Do not add 
your comments.

⚫ Review and edit
⚫ Compare your précis with the original document and make sure 

that it emphasizes the same points. 
⚫ Ensure that the précis is readable, concise, and coherent.

8



STEPS TO EFFECTIVE PRÉCIS WRITING

⚫ Tips for abridging and reframing your sentences:
⚫ Eliminate redundancy
⚫ Eliminate long-winded statements
⚫ Change passive voice into active voice
⚫  Avoid wordiness

⚫ You can use the examples given in Table 11.1 as a ready 
reckoner. 

⚫ The number of words in each sentence is indicated at the 
end of the sentence. 

⚫ Note how these techniques help in reducing the number of 
words, resulting in sentences that sound direct, clear and 
concise.
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STEPS TO EFFECTIVE PRÉCIS WRITING

10

1. The analysis was complete. (4)
2. The chairman wants to meet the 

employees of the production department 
to discuss the crisis immediately. (16)

1. Our first impressions of objects are the 
most lasting. (9) 

2. The technicians were upset because the 
boss seemed so angry with them. (12)

1. If you do not get satisfactory results, 
carry out another study including the data 
of the first trial. (18)

2. After installation the company faced a 
series of problems with the robot. (10)

1. The members unanimously adopted the 
secretary’s proposal. (7)

2.  Monopolizing a particular trade by any 
commercial concern is unfair to the 
consuming public. (14)



SAMPLES (Original Document 1)
A vital factor in the success of any business is the right selection of its administrative staff. In this 

matter, management has the inescapable function not only of making the right selection, but after 
having made it, also of providing the fullest scope for legitimate ambition and individual 
advancement. A management which is so petty as to be jealous of the powers and authority of the 
officers will naturally select staff of the sub-missive type, docile men who are accustomed to 
obey without question. It would not take the risk of engaging able and independent-minded 
employees for the fear that it may one day be supplanted by them. A really go- ahead 
management which understands the mood of the present times will do the direct opposite. It will 
seek out men capable of evolving policies within their own sphere and will train them to rise to 
the highest position.

In connection with most administrative bodies management is self-perpetuating and is responsible 
for its own succession. Even the ablest management cannot foresee the future with certainty; its 
decisions, for the future, are at best intelligent guesses. What, however, it can and must do is to 
make available the enterprise to the men who will be capable of taking the decisions of the future 
and who are qualified, trained, and tested during the present to do so. No management can rely 
upon a constant supply of geniuses. It must so train its staff that, during normal times, the 
enterprise is capable of being run effectively by men of not much more than average ability and 
with a robust sense of purpose. (270)

Vocabulary: 
vital—important;  legitimate—proper;  docile—submissive like a slave;  supplanted—removed, 

replaced; evolving—finding out;  self-perpetuating—continuing itself;  foresee—guess;  
rely—depend;  robust—strong and healthy. 11



SAMPLES (Document 1)
Title: Efficient Management
Points:
1. Success in business depends upon right selection of staff.
2. The management must foster the staff’s proper ambitions and individual 

advancement.
3. A petty jealous management selects submissive people for fear of being replaced by 

them.
4. A progressive management tries to find decision-making, creative geniuses and trains 

them for the present.
5. Good management prepares its own succession for the future; it can only guess 

intelligently.
6. As the supply of genius cannot be assured, the staff must be trained to run the 

enterprise with normal ability and strong sense of purpose in normal times.
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SAMPLES (Document 1)

Précis
Success in business depends upon the right selection of staff and 

fostering its proper ambition and individual advancement. A 
petty, jealous management will select docile people for fear of 
being replaced by them while a progressive management 
appoints decision-taking, creative, intelligent persons and trains 
them in anticipation of its own replacement. Even the ablest 
management can merely guess the future intelligently. As the 
supply of geniuses cannot be assured, the staff must be trained 
to run the enterprise with normal ability and a strong sense of 
purpose in normal times. (90)
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SAMPLES (Original Document 2 )
For all industrial development we need power, and the ultimate restriction on power is the fuel from 

which it is extracted. Is there enough fuel to satisfy our ever-growing hunger for power? For 
conventional fuels such as wood, coal, and oil, the answer is quite clearly ‘No’. The world’s 
known stock of oil is only sufficient to last sixty years at the present rate of consumption and the 
rate of consumption keeps going up and up. We are burning too much wood already, and the 
earth’s known fuel-wood forests would be consumed soon. Coal is still in fair supply, but in 
some areas—notably England—it is becoming increasingly difficult to mine it, and therefore 
uneconomical.

Besides fuel as a source of power, there is the device for harnessing energy from rapidly flowing 
water. Few sources of water power remain untapped, and the power they yield meets only a 
fraction of our total need. Moreover, it is not very dependable, because water storing in 
reservoirs depends on rains, which are sometimes freakish.

Conventional fuels release energy by combustion, but fission makes use of another kind of fuel, 
remarkable for its concentration of power. All fissionable material is extracted or manufactured 
from two elements, uranium and thorium, and the world has plentiful stock of them. But even so 
they will not last forever. There is probably enough to last for several centuries. Fission in the 
techniques known up till now converts only one-tenth of one per cent of its fuel into energy 
Complete conversion of fissionable fuels into energy is known at present at laboratory level 
only. If it can be harnessed into a practical power device, one pound of fissionable fuel would be 
equivalent to three billion pounds of coal.

Now the scientists’ quest is to find out some more efficient process for using these fuels outside the 
laboratory on industrial scale. But after even fissionable material is gone, what then? There is no 
reason to despair. The sun is continually pouring solar energy on earth: we have only to gather 
and harness it. Those who think that man will one day be left without any source of power are 
not far-sighted enough. (362)
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SAMPLES (Document 2 )
Vocabulary: ultimate—final; untapped—not tried, not used; freakish—queer, odd, 

whimsical; fission—division of cells; quest—search.

Title: Inexhaustible Sources of Power
Points
1. Power, which is dependent upon fuel, is needed for all industrial development.
2. The conventional type of fuel is not going to last for a very long time.
3. There is enough stock of uranium and thorium in the world, and fissionable material, 

which can serve as fuel for a very long time, is extracted from it.
4. Scientists are trying to find some efficient process for the use of fissionable material as 

fuel for industrial purposes.
5. Besides this, the energy that we get from the sun can also be gathered and harnessed for 

our purposes.
6. It is only short-sighted people who think that there will be no source of power left for 

man in the future.
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SAMPLES (Document 2 )
Précis
Power which is extracted from fuel is essential for all industrial 

development. The fear expressed is that conventional type of fuel is 
not going to last for a very long time. Fortunately we have enough 
stock of uranium and thorium and all fissionable material, which is a 
great source of energy, is extracted from these elements.

Scientists are busy researching an efficient process for the use of 
fissionable material for industrial purposes. The solar energy that we 
receive from sun can also be gathered, harnessed, and used for our 
purposes. So people who imagine that in the foreseeable future man 
would be left without any source of power only display their 
short-sightedness. (115)
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SAMPLES (Original Document 3 )
There is no doubt that people are growing more and more interested in 

the seas, and that there is a great need for that interest. Men have 
long tried to probe the secrets of the oceans to gain knowledge for 
its own sake, but there are other practical reasons for doing so. The 
sea can provide us with many things that we need in everyday life. 
Future generations will probably draw more on the seas for their 
food, and not only food in the form of fish. Minerals necessary for 
modern industries are also there, when we can find out how to 
extract them.

We have explored and mapped most of the land, and we are quickly 
exploring the air. The seas present a greater difficulty because we 
cannot yet, and probably never shall be able to, set foot on the deep 
ocean floor.
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SAMPLES (Original Document 3 )
The aim of the extensive ocean-going expeditions, of the marine biological stations 

around the coasts, and even of those who simply study the shore uncovered by the tide, 
is to build up our knowledge of this vast and unfamiliar world beneath the waves. In 
some cases the knowledge gained can be put to practical use, but much of it is for 
interest only.

For the very early mariners, interest lay in the currents, and especially those at the surface 
that carried their ships along. They were also interested in the weather over the sea. 
Yet, even these hard-bitten seamen were not immune from a curiosity about the 
animals and plants that lived below the waves. Their first impulse may have been to 
seek trade overseas, or to fish for food, but over and above this, any thing strange or 
beautiful, whether caught up in their nets or cast ashore by the tides, caused them to 
wonder. So, from the earliest time, the pursuit of practical everyday things went on 
side by side with the inquiry that springs from a desire to know more. Bit by bit grew 
the knowledge of the physical features of the seas, of such things as currents, waves, 
and winds, as well as of the biology the knowledge of animals and plants.(362)
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SAMPLES (Original Document 3 )
Vocabulary: probe—delve deep, find out, explore; extract—derive them, set 

them; expedition—journey; beneath—below; immune—to have no effect; 
impulse—feeling, emotion.

Title: Man’s Interest in Sea Exploration 
Points
1. Man’s interest in the seas is increasing and it is a healthy and useful sign.
2. Future generations are likely to draw more of their food from seas.
3. Exploration of seas is a difficult job.
4. The aim of all marine exploration is to. know the world beneath the waves.
5. Even the earliest mariners had interest in exploring the seas for the sake of 

knowledge.
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SAMPLES (Original Document 3 )
Précis
Man’s interest in the exploration of the seas has increased and it 

is a healthy sign. Future generations are to depend far more on 
the seas for their food. Man has been able to map the entire 
land, but seas offer difficult prospects. The aim of all adventure 
has always been to know about the world. Some knowledge 
thus gained may have practical utility, but most of it is for the 
sake of interest. Even the earliest mariners, though their 
primary interest was to seek out trade routes, had the curiosity 
to study the animals and plants that lived below the waves. 
This curiosity, of course, helped them in gaining knowledge. 
(115)
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SAMPLES (Original Document 4 )

21



SAMPLES (Original Document 4 )
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SAMPLES (Original Document 4 )
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SAMPLES (Original Document 4 )
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SAMPLES (Original Document 4 )
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SAMPLES (Original Document 4 )
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SAMPLES (Original Document 4 )
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SAMPLES (Original Document 4 )
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SAMPLES (Original Document 5 )
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SAMPLES (Original Document 5 )
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SAMPLES (Original Document 6)



SAMPLES (Original Document 6 )
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SAMPLES (Original Document 6 )
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SAMPLES (Original Document 7 )



SAMPLES (Original Document 7 )
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SAMPLES (Original Document 8 )
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SAMPLES (Original Document 8 )
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SAMPLES (Original Document 8 )
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SAMPLES (Original Document 9 )



SAMPLES (Original Document 9 )
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SAMPLES (Original Document 9 )
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SAMPLES (Original Document 9 )
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GUIDELINES
⚫ The following guidelines will help you to become a good précis writer:

⚫ Determine the theme of the passage very carefully.
⚫ Précis is not the reproduction of important sentences.
⚫ Brevity is good but not at the cost of clarity
⚫ Your précis should be intelligible even to a person who has not read the original 

passage.
⚫ Use your own language.
⚫ Précis is always written in third person.
⚫ Use your discretion if the passage contains statistical information.
⚫ Observe proportion.
⚫ Do not introduce your own ideas.
⚫ Do not criticize or change the original source.
⚫ Try to limit your précis to no more than 1/3 the length of the original passage 

and indicate the number of words.
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Tips for Condensing Longer Sentences 

⚫ Try to replace clauses by phrases and phrases by words.
⚫ Make use of one word substitutions.
⚫ Avoid all unnecessary repetitions.
⚫ Link various sentences.
⚫ Omit examples, comparisons, contrasts, digressions, and 

minor details.
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