
chicago manual of style formatting for
conference papers
The Chicago Manual of Style (CMOS) provides a comprehensive guide for
academic and professional writing, and adhering to its standards for
conference papers ensures clarity, consistency, and credibility.
Understanding Chicago Manual of Style formatting for conference papers is
crucial for presenters aiming to make a professional impression. This guide
will navigate the essential elements, from manuscript preparation and
citation styles to specific formatting requirements for various components of
a conference paper, including titles, abstracts, and bibliographies.
Mastering these guidelines will not only enhance the presentation of your
research but also demonstrate a commitment to scholarly rigor. By following
these detailed instructions, authors can effectively present their work in a
manner that aligns with established academic conventions.
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Understanding the Chicago Manual of Style's
Role

The Chicago Manual of Style, often abbreviated as CMOS, serves as a
foundational resource for writers and editors across numerous disciplines.
Its primary objective is to ensure uniformity and clarity in written
communication, making complex information accessible to a broad audience. For
conference papers, applying CMOS principles is not merely a stylistic choice;
it's a testament to scholarly professionalism and attention to detail.
Adhering to these established norms signals respect for the academic
community and the rigorous process of knowledge dissemination.

The manual covers a vast range of topics, from punctuation and grammar to
manuscript preparation and citation. While its breadth can seem daunting,
understanding its core tenets for specific document types, like conference
papers, significantly simplifies the process. Many academic disciplines and
individual conferences adopt CMOS, or a modified version of it, as their
preferred style guide. Therefore, familiarizing oneself with its nuances is a
valuable investment for any academic or researcher preparing to present at a



conference.

Manuscript Preparation and General Formatting
for Conference Papers

Effective manuscript preparation is the bedrock of a well-received conference
paper. The Chicago Manual of Style offers clear guidelines to ensure your
document is polished and professional. While specific conference guidelines
might sometimes supersede CMOS, understanding the general framework provided
by the manual is always a strong starting point. This includes considerations
for spacing, margins, and font choices, all of which contribute to the
overall readability and aesthetic appeal of your work.

Page Margins and Spacing

For most academic submissions, including conference papers formatted
according to CMOS, standard page margins are recommended. Typically, this
means leaving at least 1 inch on all sides of the page – top, bottom, left,
and right. This generous margin space allows for annotation, ensures text is
not cramped, and creates a visually pleasing layout. CMOS also advocates for
double-spacing throughout the main body of the text, including quotations,
notes, and bibliographical entries. This spacing makes the manuscript easier
for readers to follow and for reviewers to mark up.

Font and Font Size

The Chicago Manual of Style recommends using a standard, easily readable
font. Times New Roman, Arial, or Courier are commonly accepted choices. The
standard font size for the body text is 12-point. This size ensures
legibility without appearing too large or too small. Consistency in font
usage throughout the entire manuscript is paramount. Avoid using different
fonts for headings, body text, or footnotes unless specifically instructed to
do so by the conference organizers.

Page Numbering

Proper page numbering is essential for navigation and organization. According
to CMOS, page numbers should appear in the upper right-hand corner of each
page, starting from the first page of the main text. The title page and
abstract page are typically not numbered, or they may use Roman numerals if
required by specific institutional guidelines. However, for standard



conference papers, Arabic numerals starting from the introduction are most
common.

Title Page and Abstract Formatting

The title page and abstract are the initial gateways to your research. Their
presentation, governed by CMOS principles, sets the tone for the entire
paper. A clear, well-formatted title page and a concise, informative abstract
are crucial for capturing the reader's or reviewer's attention.

Title Page Elements

A standard CMOS-formatted title page for a conference paper should include
the full title of the paper, centered and placed in the upper half of the
page. Below the title, you will typically find your name(s) and
affiliation(s) (department, university, or institution). The title itself
should be descriptive and engaging, accurately reflecting the content of your
paper without being overly long or obscure. Subtitles, if used, should be
separated from the main title by a colon. Ensure all text on the title page
is centered.

Abstract Formatting

The abstract is a brief summary of your paper, typically ranging from 150 to
300 words, though conference guidelines may specify a different length. It
should appear on a separate page immediately after the title page. The word
"Abstract" should be centered at the top of the page. The abstract itself
should be a single, unindented paragraph. It should concisely outline the
paper's purpose, methodology, key findings, and conclusions. The abstract
should be self-contained, meaning it should not include citations or refer to
figures or tables within the main body of the paper. It aims to provide a
snapshot of your research for potential readers.

Body Text Formatting

The core of your conference paper lies within its body text. CMOS provides
specific instructions to ensure this section is clear, well-organized, and
easy to read, facilitating the effective communication of your research
findings.



Paragraph Structure and Indentation

CMOS recommends indenting the first line of each paragraph by about half an
inch (or one tab stop). This visual cue helps readers distinguish between
paragraphs. The exception to this rule is the first paragraph after a major
heading or subheading, which is typically not indented. Subsequent paragraphs
should always begin with an indentation. Ensure consistent indentation
throughout the entire document. Avoid using extra line breaks between
paragraphs unless you are using a block quotation.

Headings and Subheadings

Well-structured headings and subheadings are vital for organizing your paper
and guiding the reader through your argument. CMOS allows for flexibility in
heading styles, but consistency is key. For conference papers, a hierarchical
structure is often employed. Main headings (e.g., Introduction, Methodology,
Results, Discussion) are usually centered or left-aligned and may be in bold
or all caps. Subheadings are typically left-aligned and may be in bold or
italics. The specific formatting of headings and subheadings can vary, so it
is essential to check any specific guidelines provided by the conference or
publisher you are submitting to. The important aspect is to maintain a clear
visual hierarchy.

Block Quotations

When quoting a passage of text that is longer than approximately 100 words or
four to five lines, it should be presented as a block quotation. This means
the quotation is set off from the main text, indented from the left margin
(usually by half an inch), and typically single-spaced. No quotation marks
are needed around a block quotation. The citation follows the final
punctuation of the quotation. This formatting clearly distinguishes lengthy
quotations from the surrounding text and enhances readability.

Citation Styles: Notes and Bibliography vs.
Author-Date

One of the most significant aspects of CMOS is its approach to citation. It
offers two primary systems: the notes-and-bibliography system and the author-
date system. Understanding which system your conference requires is paramount
for accurate and compliant formatting.



The Notes-and-Bibliography System

The notes-and-bibliography system is a cornerstone of CMOS. It utilizes
superscript numbers within the text that correspond to footnotes or endnotes.
Each note provides detailed citation information for the source. At the end
of the paper, a "Bibliography" section lists all the sources cited in the
notes, usually arranged alphabetically by author's last name. This system is
common in the humanities and is often favored for its ability to incorporate
lengthy explanatory notes without disrupting the flow of the main text. For
conference papers, this system allows for rich contextualization of sources.

The Author-Date System

The author-date system, also supported by CMOS, is more common in the
sciences and social sciences. In this system, brief parenthetical citations
appear directly in the text, typically in the form of (Author Year, Page
Number). These citations correspond to a "Reference List" at the end of the
paper, which provides full publication details for each cited source,
arranged alphabetically by author's last name. This system is often preferred
for its conciseness and ease of tracking sources directly within the
narrative of the paper. Many conferences, particularly in scientific fields,
will specify this system.

Formatting Tables and Figures

Visual elements like tables and figures are crucial for presenting data and
complex information effectively. CMOS provides guidelines to ensure these are
integrated seamlessly and clearly within your conference paper.

Table Formatting

Tables should be clearly labeled with a number (e.g., Table 1, Table 2) and a
descriptive title, typically placed above the table. The table itself should
be structured with clear column and row headings. CMOS generally recommends
using horizontal rules (lines) to separate the title from the column
headings, the column headings from the data, and the last row of data from
any summary row or totals. Vertical rules are generally discouraged unless
they are essential for clarity. All data within the table should be presented
consistently. Any abbreviations or symbols used should be explained in a note
below the table.



Figure Formatting

Figures, which include charts, graphs, illustrations, and photographs, should
also be clearly labeled with a number (e.g., Figure 1, Figure 2) and a
descriptive caption, typically placed below the figure. The caption should
provide enough information for the figure to be understood independently of
the main text. If the figure is adapted or reproduced from another source,
proper attribution and citation are essential, usually within the caption
itself. Ensure all figures are high-resolution and legible when printed or
viewed digitally. The placement of figures should be considered in relation
to the text that discusses them, ideally appearing soon after their first
mention.

Reference List or Works Cited Formatting

The final section of your conference paper will be a comprehensive list of
all the sources you have consulted and cited. The format of this list depends
directly on the citation style you have employed.

Bibliography Formatting (Notes-and-Bibliography
System)

When using the notes-and-bibliography system, this section is titled
"Bibliography." Entries are typically arranged in alphabetical order by the
author's last name. Each entry provides full publication details for a
source. The format for each entry (book, journal article, website, etc.)
follows strict CMOS rules, including specific punctuation, capitalization,
and the order of information (author, title, publication details). For
instance, a book might be listed as Author, Title (City: Publisher, Year). A
journal article might be Author, "Article Title," Journal Title Volume, no.
Issue (Year): Pages.

Reference List Formatting (Author-Date System)

For the author-date system, this section is titled "Reference List." Like the
bibliography, entries are arranged alphabetically by author's last name.
However, the format of each entry is tailored to the author-date system. The
author's name is followed by the year of publication in parentheses. The
title of the work then follows. For example, a book entry might appear as
Author, A. A. (Year). Title of work. City: Publisher. A journal article:
Author, A. A. (Year). Article title. Journal Title, Volume(Issue), pages. The
key difference is the placement of the year and the emphasis on providing



enough information for a reader to easily locate the source using the in-text
parenthetical citations.

Special Considerations for Conference Papers

While CMOS provides a robust framework, conference papers often have unique
requirements due to their presentation format and audience. Staying informed
about these specific needs is as important as adhering to the style manual
itself. Many conferences offer their own author guidelines that may include
specific word limits, formatting variations for headings, or preferred
citation styles that might slightly differ from standard CMOS. Always consult
these conference-specific instructions first.

The purpose of a conference paper is often to present preliminary findings,
solicit feedback, and engage in scholarly discussion. This can sometimes
influence the level of detail required in certain sections, such as the
methodology or literature review. However, maintaining academic integrity and
clarity, as guided by CMOS, remains paramount. Ensuring that your paper is
well-organized, clearly written, and accurately cited will maximize its
impact and foster productive engagement with your peers.

The final output of your conference paper, whether it is a printed handout, a
digital submission, or a presentation slide deck, might necessitate further
adjustments. For instance, extensive footnotes might be better integrated
into the text or summarized in a separate section for oral presentations.
Similarly, complex tables and figures might need simplification for slide
formats. Always consider the intended mode of delivery and audience when
finalizing your manuscript, while still grounding your formatting in the
authoritative principles of the Chicago Manual of Style.

Ultimately, mastering chicago manual of style formatting for conference
papers is an investment in the clarity and impact of your scholarly work. By
diligently applying these guidelines, you demonstrate a commitment to
academic excellence and ensure your research is presented in the most
professional and accessible manner possible, setting the stage for productive
engagement and valuable feedback from your colleagues and the broader
academic community.

FAQ

Q: What is the primary difference between the notes-
and-bibliography and author-date systems in the



Chicago Manual of Style for conference papers?
A: The primary difference lies in how sources are cited. The notes-and-
bibliography system uses superscript numbers in the text that link to
footnotes or endnotes for detailed citation information, followed by a
bibliography at the end. The author-date system uses brief in-text
parenthetical citations (Author Year, Page) that link to a full reference
list at the end of the paper.

Q: Should I indent the first paragraph after a
heading when formatting a conference paper according
to CMOS?
A: No, according to Chicago Manual of Style formatting, the first paragraph
following a heading or subheading is typically not indented. Subsequent
paragraphs within that section, however, should be indented.

Q: How do I format block quotations in a Chicago
Manual of Style conference paper?
A: Block quotations, generally those exceeding four or five lines of text,
are set off from the main body of the text. They are indented from the left
margin (usually half an inch) and are typically single-spaced. Quotation
marks are not used, and the citation follows the final punctuation of the
quotation.

Q: Do conference papers always require a separate
title page according to CMOS?
A: While CMOS provides guidelines for title pages, specific conference
requirements may vary. However, it is standard practice for academic papers,
including conference papers, to have a distinct title page that includes the
paper's title, author's name, and affiliation.

Q: What is the recommended font and font size for a
Chicago Manual of Style conference paper?
A: The Chicago Manual of Style recommends using a standard, legible font such
as Times New Roman, Arial, or Courier, in a 12-point size for the main body
text. Consistency in font choice throughout the manuscript is crucial.

Q: How should I number pages in my conference paper



using CMOS?
A: Page numbering in CMOS typically involves placing Arabic numerals in the
upper right-hand corner of each page. The numbering usually begins with the
first page of the main body text (e.g., the introduction), with the title
page and abstract page often unnumbered or using Roman numerals if specified
by the conference.

Q: What is the role of the abstract in a CMOS-
formatted conference paper?
A: The abstract is a concise summary of the entire paper, typically appearing
on its own page after the title page. It should briefly outline the paper's
purpose, methodology, key findings, and conclusions, allowing readers to
quickly grasp the essence of the research.

Q: Should I use hyperlinks in a Chicago Manual of
Style conference paper?
A: No, the Chicago Manual of Style generally discourages the use of
hyperlinks within the academic text itself, particularly in formal
manuscripts. Citations should be handled through the chosen note system or
reference list.

Q: Are there specific rules for formatting tables
and figures differently for conference papers versus
journal articles under CMOS?
A: CMOS provides general guidelines for tables and figures, emphasizing
clarity and consistent labeling (number and title/caption). While the core
principles remain the same, conference organizers might have specific
submission format requirements (e.g., resolution for figures, file types)
that necessitate adjustments to how tables and figures are presented for that
particular venue. Always check the conference's specific submission
guidelines.
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