Additional File 2. Abstract submission guideline used in the forums
Abstract Guidelines and Formatting an Abstract

General Instructions:
The deadline for submissions of abstracts is [Day Month Year]. All submitted abstracts will be reviewed by the referee committee in the Lao forum with comments within 4 weeks after submission. Selection of oral and poster presentations will take place and speakers and presenters will be informed by [Day Month Year].

Preparation and format of an abstract:
· Your abstract can be submitted to [e-mail address of DHR and JICA] using the INSTRUCTION FOR ABSTRACT (page 2)
· It is the responsibility of the author to ensure abstract text does not contain any typos or grammatical errors. The organizer will not be responsible for any errors published 
· No changes can be made after the abstract deadline has passed
· Evaluation criteria for Award in the Lao Forum is also the INSTRUCTION FOR ABSTRACT (page 2)

INSTRUCTION FOR ABSTRACT

Format
· Size of Abstract is within one page of A4 paper
· Abstracts must be submitted in Lao language 
· Font is Phetsarath OT and font size is 12
· No references, tables or graphics should be included in the abstract 
· When using abbreviations within the body of the abstract, please spell out the name in full at first mention and follow with the abbreviation in parenthesis
Contents
· Practical experience of Quality Management including activities of quality committee, quality improvement activities, a small change etc. in your hospital or province

Title
· What is the title of your abstract? What title will represent your finding and your approach?
· Name of presenter, name of members of your team, affiliation
Background: You need to answer “Why did you start the activity and why the activity was necessary?”
Before your activity
· What was the problem/topic you tackled?
· In your hospital or province, what was known and what was unknown about the problem/topic?
· Why the problem/topic was important for your hospital or province?
Purpose of your activity
· What was the purpose of your activity?
Methods: You need to answer “What did you do in the activity to fulfil the purpose of your activity?”
Quality Improvement Activities
· Who was the team member? Who were involved in the quality improvement team?
· What did your team do to improve the current situation? Why did your team select that solution?
· What was your operational plan to implement the solution?
Results: You need to answer “What did you find?”, “What findings were useful for your purpose?”
After Quality Improvement activity
· What was the result of your activity?
· What were measures chosen for assessing the effect of your activity?
· What is your plan to sustain the result?
Conclusions: You need to answer “What conclusion can you draw from the findings? What is the meaning of findings?”, “What was lessons learnt for your team?”
After Quality Improvement activity
· What were key findings from your improvement activity? Was the solution effective or not?
· Why the findings were important for your improvement activity?
· What is the next improvement activity in the topic?
Lessons
· What is your lesson learnt?
· What is the good point of your activity?
· What was the difficulty in your activity?


RULES FOR SUBMISSION

The author of an abstract is expected to attend the Lao Forum and present an oral presentation or post a poster. The author of an abstract is required to ensure that all co-authors are aware of the content of the abstract before submission. Before submitting the abstract, the Abstract Submitter will be required to confirm the following:

1. I confirm that I previewed this abstract and that all information is correct. I accept that the content of this abstract cannot be modified or corrected after final submission and I am aware that it will be published exactly as submitted.
2. Submission of the abstract constitutes my consent to publication (e.g. forum proceedings, website, programs, other promotions, etc.)
3. The Organizers reserve the right to remove from any publication an abstract which does not comply with the above. 

Abstracts will be evaluated in terms of the importance, timeliness, and relevance of the topic, soundness of approach, and clarity of explaining the content. 

The abstract must be submitted via email attachment with the title, “Last name of the first author – Abstract” by [Day Month Year] via [e-mail address]. 

Please send E-mail to [Name (e-mail address) for any inquiry of administrative issues.
Please send E-mail to [Name (e-mail address) for any inquiry of abstract submission.
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