
Want your abstract collection process to be as smooth as possible for your submitters—and yourself?! 
Improving your instructions can be a great place to start. Below are our top 10 tips for making your 
call for papers instructions as easy to follow as possible. 

Keep your audience demographics in 
mind so you can use language you know 
they’ll understand. 

Know Your Audience

Use sub-headlines and shorter sentences
organized into blocks of text to make your 
information more “scannable.”

Keep It Short
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Avoid using conference-specific jargon 
or overly complex vocabulary.

Use Simple Terms3

Supplement your instructions with “tool tips” 
that appear throughout the submission process, 
so submitters have access to them at the very 
moment they need them most. 

Use Contextual Instructions4

If you want submitters to follow instructions 
like a recipe, use numbered lists to indicate 
specific steps. If you have more general or 
optional instructions, use bullets. 

Use Numbered & Bulleted Lists5

Vague statements can confuse readers. 
Write your instructions as direct commands, 
such as “Select one topic below,” instead of 
“Please choose from this list of topics.”

Use the Imperative6

Call attention to specific instructions or warnings
with bold or large type. Using a different colored 
font can help, but keep in mind that colors can 
be difficult to read for some users. 

Use Different Typography7

Give submitters an idea of how long the process 
will take upfront, so they can plan accordingly 
before starting their submission.

Anticipate Process Length8

Recruit co-workers or other trusted volunteers
that aren’t familiar with your submission process 
to review the instructions and provide feedback 
before you open your call for papers. 

Go Through a Test-Run9

If you see consistent patterns in your submissions or 
are receiving feedback that users are struggling, it’s
never too late to change your instructions accordingly. 

Don’t Be Tied to Your Instructions10


