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Formatting 

Cover Page: 

 The title is centered a third of the way down the page. 

 Your name, class information, and the date follow several lines 

later, centered. 

 Name, class information, and date should each appear on a 

separate line. 

 

Headings: 

Sometimes when writing long papers, a need arises to apply a system of 

organization to the text. This helps compartmentalize the information 

into manageable sections and guides the reader through the information. 

For this purpose, CMST has an optional system of five heading levels.  

1. Centered, Boldface or Italic Type, Headline-style 

Capitalization  

2. Centered, Regular Type, Headline-style Capitalization 

3. Flush Left, Boldface or Italic Type, Headline-style 

Capitalization   

4. Flush left, roman type, sentence-style capitalization 

5. Run in at beginning of paragraph (no blank line after), 

boldface or italic type, sentence-style capitalization, terminal 

period 

 

Below is an example of the five heading levels.  

 

 

The American Revolution 

 

Building Steam: Underlying Causes 

 
      Militia Forces, Secret Organizations, and Funding 

 

     The Battle of Saratoga: victory and aftermath 

 

The Constitutional Convention. On May 25, 1787, 38 of 41 delegates representing every state except 

Rhode Island convened at the Pennsylvania State House for the Constitutional Convention. 

General 
Formatting 

One inch margins 

Times New Roman 
font

12 point font 

Double-spaced text 



Main Body: 

 For titles mentioned in the text, notes, or bibliography, you should capitalize “headline-

style,” capitalizing first words of titles and subtitles and any important words thereafter.  

 For titles in the text as well as in notes and bibliographies, use quotation marks or italics 

based on the type of work they name.   

o Book and journal titles should appear italicized.  

o Article and chapter titles should appear enclosed in “double quotation marks.”  

 When including a prose quotation of five or more lines in the paper, the quote should be 

“blocked.” A block quotation is singled-spaced and takes no quotation marks, but you 

should leave an extra line space immediately before and after. Indent the entire quotation 

one half-inch. 

 

Footnotes:  

CMST calls for the use of footnotes, which serve as in-text citations and are located at the 

bottom of the page in which the reference appears. These footnotes are numbered, beginning 

with one and maintaining succession throughout the paper. Each footnote has a corresponding 

entry in the bibliography. The footnote numbers should always match the superscript numbers 

that appear in-text. Footnotes may include the documentation entry as well as any necessary 

commentary pertaining to the source. In the event that commentary is necessary, it should 

appear after the citation and should be separated from it by a period. Sometimes CMST will use 

endnotes instead of footnotes. These endnotes will appear at the end of the paper and before the 

bibliography. Please keep in mind that Chicago style does differ from Turabian style, which uses 

superscript numbers in both its main text and its footnotes. 

 Any time you cite a source, you will create a footnote entry.  

 Create an entry by adding a superscript number at the end of the cited sentence or phrase, 

placing it after any and all punctuation.  

 The superscripted numbers begin with one for the first source cited and continue in 

succession throughout the paper.  

 For every superscript number on any given page of text, there should be a footnote. 

 Inside the actual footnote, the number is full size and is followed by a period. 

 The first line of a footnote should be indented one-half inch, and subsequent lines should 

appear along the left-hand margin. 

 Leave a line of space between each entry. The entries themselves are single-spaced. 

 

 



Block Quotes: 

As with other documentation styles, CMST maintains a special format for block quotes. In 

CMST, a block quote is defined as a quote that exceeds more than five lines of text. Indent the 

margins by one-half inch and use single spaced lines. Remember to add an extra line of space 

before and after the block quote and to remove quotation marks.  

 

Here is an example:  

Sebastien Guex (2000), an assistant professor at the University of Lausanne, Switzerland, 

discusses the complexities of the Swiss banking system in his article, “The Origins of the Swiss 

Banking Secrecy Law and Its Repercussions for Swiss Federal Policy”: 

 

In particular, the existing studies do not analyze banking secrecy as a strategy that is 

consistent with the peculiar conditions of the Swiss financial center and, moreover, one 

that was devised to favor the conditions for its expansion. True, there exists an abundant 

literature on the topic, but it comprises legal works, on the one hand, and journalistic 

studies, on the other.1 

 

Paraphrases and Short Quotations: 

It is important that you use various types of quotes and paraphrases to integrate secondary 

sources into your own research. As such, block quotes should be reserved for special cases. Most 

secondary sources will appear in short quotes or in paraphrases. Keep in mind that an 

introductory statement should precede a direct quote. Though they are not direct quotes, 

paraphrases from outside sources should still follow citation guidelines.  

 Even in the midst of the Civil War, “Douglass continued to believe in nonviolent means 

of resistance and the importance of education.”1 

 Douglass upheld peaceful modes of protest and encouraged education.1 

 The authors explain that Modern English emerged after “many years of development.”2 

 Modern English emerged after long periods of linguistic evolution.2 

 Despite warnings from public officials, the crowds that gathered for “the Fourth Liberty 

Loan Campaign and the Liberty Train undoubtedly helped to spread the virus rapidly.”3 

 Public events like the Fourth Liberty Loan Campaign and the Liberty Train brought 

contagious individuals in contact with large assemblies, which greatly increased the 

spread of the virus in Sherman, Texas.3 

 

 
 



Content 

 

Introduction: 

 The introduction should set the context for the rest of the paper. Tell your readers why 

you are writing and why your topic is important.  

 Typically, a single introductory paragraph should not exceed about two-thirds of a page 

in length (around five to eight sentences) even in a long paper.  

 In some circumstances, it may take two paragraphs to fully introduce the paper, but that 

occurs mostly in upper-level writing.  

 The thesis is a clear position that you will support and develop throughout your paper. 

The sentence will include a brief but complete synopsis of the issues you want to discuss. 

It should be the centermost focus of the paper, and each paragraph you write should 

answer a question or address an issue you present in your thesis.  

 The thesis should be the last sentence of your introduction unless otherwise specified by 

the professor. 

 

Body: 

 The length of the paper is always at the professor’s discretion.  

 You should focus largely on organization and make sure you present your information in 

the most logical method possible. This will help your readers follow your ideas. 

 Footnotes are always used to document information borrowed from other sources. 

 Note: a footnote may also contain some commentary regarding the source that didn’t 

quite fit into the paper. In cases where there is commentary, it should appear after the 

source entry and be separated from it by a period.  

 It is important to include transition sentences at the beginning of each paragraph and 

wrap-up sentences at the end of each paragraph to smoothly lead into the next topic or 

subtopic of discussion. 

 The topic sentence should come after the transition sentence in each paragraph. A topic 

sentence is like a “mini thesis” in that it introduces the main discussion for the paragraph 

as well as all of its associated elements. 

 ALWAYS STAY ON TOPIC. Continually refer back to your thesis sentence and topic 

sentences to insure that you are not straying from the subject.  

 

Conclusion: 

 The conclusion should wrap up what you have been discussing in your paper.  

 It should follow closely—but not exactly “mirror”—your introduction. 



 You should reiterate the points made in your thesis and body of the paper to recap why 

these topics are important.  

 Ideally, a conclusion should also emphasize some useful, interesting, or surprising idea 

the essay has uncovered. 

 

Bibliography: 

 The bibliography is a comprehensive list of all sources cited within a paper. 

 The title, “Bibliography,” will appear centered at the top of the page followed by two 

blank lines of space prior to any entries. Note: your actual title should be free of any 

punctuation. 

 All entries are single spaced, but there should be one line of space between each entry. 

 Entries appear in alphabetical order.  

 


