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Abstracting Guideline
This procedure is meant to be a guideline for writing abstracts for IRCDOC and is applicable to other library databases regardless of the source or format of the data or information (called “document” in the procedure). 

An abstract is an abbreviated representation of a document. It contains a concise and significant summary of the document. Abstracts also provide extra means of access to the document they describe due to free text searching possibilities. For IRCDOC we use the form of an indicative abstract. 

An indicative abstract contains generalized statements to indicate to the user what the described document is about. It is brief, and does not contain specific findings. Its purpose is to acquaint users with the subject content of the document and to help them decide whether or not to consult the original document.

The basic principle to keep in mind while writing an abstract is that the abstract has to give the user a good idea of the usefulness of the original document. Remembering this may help the abstractor focus on the key elements and select terminology to be included.

The abstract should:

· be complete in and of itself; that is, it should be able to serve as a stand-alone description which provides a complete picture of the document; 

· represent the key concepts or significant content mentioned in the document; 

· be concise, precise, and accurate in its use of terminology; 

· be written in a clear, non-critical style; and 

· be logically structured in its presentation of the selected data and information;

· have a length of 100-250 words.

Steps to be followed in the process of writing an abstract:

· Provide a short title description (author, date, title, and publisher) in case the abstract has to be added to a library database. 

· Make a content or subject analysis (using contents page, summary, introduction, and conclusions) to determine the key concepts, characteristics, or significant content within the document which need to be represented. 

· Using the abstracting guidelines noted earlier, construct a narrative incorporating all of the elements identified during content analysis.

· Edit the narrative to remove those words/sentences which may hinder effective retrieval. For example, the phrase "This paper examines the implications of moving away from an emphasis on health benefits in water and sanitation projects...." may be shortened to "The implications of moving away from an emphasis on health are examined...." 

· It is likely that while creating the abstract, the abstractor will select or suggest appropriate keywords (derived from the Interwater thesaurus) which will be used for indexing and retrieval. These keywords (max. 6) should be listed at the end of  the abstract to be easily copied to the entry in the library database
· Examine the abstract from a library database-wide viewpoint, for consistent use of terminology within abstracts. Effective retrieval is enhanced by use of similar terms representing similar concepts throughout a database. Guidance for this is provided by the Interwater thesaurus and the IRC Classification. 

Elements to be considered for inclusion in the abstract: 

· Objectives and scope (purpose) - why the data were collected, why the study was conducted, or why the author wrote the paper. 

· Subject area(s) or parameters- what information or data are present in the resource; general description of the data. 

· Methodology - how the data were collected or the work carried out; what the data sources were; and how data were handled or analyzed. 

· Results- what relationships or correlations were reported; whether the data reported were raw, collected data only; or, if experimental data were included, whether there were single measurements or replications of data; and factors which may have affected the validity, reliability or accuracy of the data. 

· Conclusions - what evaluations, applications, or implications related to the objectives were presented.

· Target groups (e.g. Policy makers; Managers; Researchers; Field staff; Technicians; Trainers; End users; General public; Media).

· Other significant supportive information; which is any other information deemed important.

· If the document is of a general nature, the abstract should highlight the sections on water and sanitation.
Elements to be definitely excluded: 

· General introductory matter that occurs in the document. 

· Historical summaries and background information related to the data which are widely known to the expected user audience. 

· Supplementary information which is easily obtained elsewhere or which is more appropriately described in a separate field. 

· Uses of the data. An abstract should discuss what the data are about, not what the data are used for, unless specific uses are key to understanding the data. 

· Irrelevant information and terminology which are not supportive of the significant content of the document. Such irrelevant information inhibits effective retrieval in a free-text search, and makes it more difficult for users to quickly scan the abstract for key information. Abstracts are not dumping grounds for miscellaneous information.
Quality Indicator Checklist
Style

Complete

Comprehensive

Concise

Accurate and consistent terminology

Clear style

Logical structure

Spelling

Water and sanitation highlighted

Number of words

Elements included:
Target group

Objectives and scope

Subject area

Methodology

Results

Conclusions

Supportive information

Keywords
From the InterWater thesaurus

Examples:
Ahmed, S. (ed.) (2005). Flowing upstream: empowering women through water management initiatives in India. (Environment and development series / Centre for Environment Education). New Delhi, India, Foundation Books India.

Five in-depth case studies of civil society interventions from different parts of India which have struggled to resolve issues of women's participation, equity and sustainability in community-based water management systems. The case studies describe the promotion of decentralized and gender equitable water alternatives in coastal Gujarat; a campaign on women, water and work; attempts to involve women farmers in participatory irrigation management interventions in tribal dominated south Gujarat; women's groups managing community lift irrigation schemes in Jharkhand; and efforts in facilitating rights to water and land for women and the landless in Maharashtra. Emerging insights while located in a specific socio-economic, political and cultural context provide a menu of essential but not necessarily sufficient, ingredients towards a strategy for mainstreaming gender and equity rights in water management. Together, the case studies raise important questions on the social construction of water policy in India, the gender structure of facilitating organizations, networking and the role of learning in developing accountable and socially inclusive governance mechanisms for managing our natural resources. The book is aimed at development policy-makers, practitioners and professionals.

Gender, case studies, India water resources management, policies 
CEHA (2005). A regional overview of wastewater management in the Eastern Mediterranean Region. Amman, Jordan, Centre for Environmental Health Activities (CEHA) 

Profiles of wastewater management and reuse in the Eastern Mediterranean Region, with country reports for Egypt, Jordan, Morocco, Sudan, the Syrian Arab Republic and Tunisia. Information and data on other countries is included when available. The book includes a brief summary of the demographic, geographic and economic features of the Region to stress the influence of population dynamics on wastewater management and reuse. About half a billion people live in the Region and population growth rates are among the highest in the world. Increasing urbanization, incomes and populations are imposing strains on the environment and the finite natural resources, particularly freshwater. Economically there are great variations among countries; at one end of the spectrum, there are the prosperous oil-producing countries with gross domestic product averages comparable to those in industrialized countries, and at the other end, there are countries that may be considered amongst the poorest in the world. Such economic conditions can impose strong limitations on the ability of nations and individuals to provide for appropriate wastewater management.
Wastewater, water reuse, policies, Egypt, Jordan, Morocco, Sudan, the Syrian Arab Republic, Tunisia
Reference for the guideline on abstract writing:
Writing abstracts: guidelines for metadata development / Center for International Earth Science Information Network. Available at: http://sedac.ciesin.columbia.edu/metadata/guide/abstracts.html
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