
How to write an abstract

Tips and tricks

✓ Check the specific abstract submission criteria and guidelines of the conference or meeting that 
you intend to submit your abstract for oral and/or poster presentation, including timelines. 

✓ Look out for the maximum number of characters, words and/or lines. These may or may not involve 
the title and author details. 

✓ Check whether you are able to include tables, graphs and/or figures. 
✓ Ensure that your abstract is original and hasn’t been previously published. 
✓ Identify the topic from the conference or meeting website which your abstract will fit within. 
✓ Check the standard abstract structure for the conference or meeting you intend to present at. For 

example, for most, the sections typically include: introduction/background, aim/objectives, 
methods, results and conclusions.

1. Plan

✓ Remember that your abstract is a sales tool. First to the conference organisers/abstract review 
committee, and secondly to the conference delegates. Therefore, make it interesting, engaging and 
different to the average abstract. 

✓ Select a clear and simple title for your abstract. You may find this easier to do once you have wrote 
the rest of your abstract. 

✓ Use plain English where possible, explaining uncommon terms and providing full-text explanations 
of any abbreviations in the first instance. 

✓ Use the past or present tense, avoiding the future tense. If you must use the future tense, you will 
need to specify what you will do and when. 

✓ The introduction section provides the big picture and the problem you’re try to address (e.g. This is 
the way the world works, and this is what is wrong with the world).  

✓ The objective should state what you intended to do with your project. 
✓ The methods section should explain the process you went through to complete your project. 
✓ The results section should show the things you found out in your project. 
✓ The conclusion section should provide the key take home message(s), and implications for people 

and/or practice. 
✓ If you need to provide references to the work of others, provide one or two maximum.

2. Write

✓ One person tends to prepare the initial abstract, once ideas have been shared by all authors. Ask 
all of the authors to review the draft and provide you with comments and changes by a certain 
date and time. 

✓ Take a look at your abstract with a fresh pair of eyes. This may involve printing out your abstract 
draft, and using a ‘red pen’ to review and change it.

3. Review

✓ Make sure you submit your abstract well within the deadline date and time. Don’t leave it until 
the last minute, just in case you experience technical difficulties. 

✓ Wait to hear from the conference organisers about whether or not your abstract has been 
accepted. If it has, congratulations! You can now begin to prepare your  
poster or oral presentation.

4. Submit

Remember to:  
Plan, write, review 
and submit!

Don’t forget to check for abstract deadlines! 
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