
 

WRITING ABSTRACTS 
 
HOW TO WRITE AN ABSTRACT 
1. Read the document slowly and carefully. Identity the purpose of the 
research/document and write this down. 
2. Make a short list of any topics that it mentions. [these may be used for content or for 
keywords] 
3. Read the document again slowly and carefully. Take notes. Make sure to highlight, 
circle, or underline any important information (names, terms/terminology, processes, 
statistics, results, important statements/conclusions, claims/theses/opinions, dates, 
facts, etc.). Type these things on a separate word processing document or write them 
on a notepad. 
4. Use your notes to write the abstract. 
  
TIPS: 
1. Try to keep your material arranged chronologically.* Do not use or include “quotes” or 
“quotations.” Paraphrase  important information. 
2. Remember to use academic style, and use the third person point of view (he, she, it, 
they) when writing your abstract. 
 
CHOOSE AN ABSTRACT ORIENTATION 
1. Indicative Abstracts (sounds like an index) - refers to a type of abstract which 
resembles a table of contents or an index. What topics does this work include? 
2. Informative Abstracts (sounds like information) - refers to a type of abstract which 
essentially condenses a longer document’s contents into a shorter form. What is this 
document about? What facts and important information does it contain? 
  
PROPERLY FORMAT YOUR ABSTRACT 
 
Example:  
Citation. Citation. Citation. Citation. Citation. Citation. Citation. Citation. Citation. 
Citation. Citation. Citation. Citation. Citation. Citation. Citation. Citation. Citation. 
Citation. 
  
Abstract [<-bold the word "Abstract"] 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
Summary. Summary. Summary. Summary. Summary. 
  



 

Keywords: ___________, ___________, ___________, ___________, ___________, 
___________, ___________, ___________, ___________, ___________, 
___________, 
  
DO THE FOLLOWING:  
1. Begin with a sentence that introduces the topic and purpose of the article.* 
Summarize the contents while explaining them. 
2. Make sure to note any significant conclusions, findings, outcomes, results, etc.   
Potential Introductory Statements/Openers: 
-The article discusses 
-The source describes 
-The document explains 
-The author claims 
 
METALANGUAGE 
Moving Between Points in the Abstract: 
-First, the article X 
-Second, the article Y 
-Third, the article Z 
  
Conclusions: 
-In conclusion, 
-Overall, 
-In closing, 
-The article recommends 
-The source maintains 
-The document suggests 
-The author encourages 
  
OTHER TIPS: 
1. Be clear and concise. Abstracts are an exercise in brevity and the point of an abstract 
is to condense. 
2. Remember: Abstracts are short -> 150-250 words (or one to two paragraphs is 
sufficient). 
  
                 


