
 

 

Author Guidelines for Proceedings of a VŠM conference           
– title in Arial 16 

FIRST AUTHOR: NAME AND FAMILY NAME, NO DEGREES AND TITLES - ARIAL12, BOLD, 
SMALL CAPS 

Institution, Town, Country – Arial 12 

SECOND AUTHOR : NAME AND FAMILY NAME, NO DEGREES AND TITLES - ARIAL12, 
BOLD, SMALL CAPS 

Institution, Town, Country – Arial 12 
 

Abstract: use Times New Roman, 10 points. The complete text of your abstract  should have 10 – 20 
lines.  

Keywords: conference contribution, compulsory template. Recommended number of keywords is 10 – 
12.  Keywords end with a full stop. Terms and phrases written in small letters need to be separated by 
commas, or they can be written in first capital letters and separated by a full stop. Keywords are a 
mandatory part of all professional texts.     

1 Introduction – subtitle Times New Roman, 11 point, bold  
These instructions specify formal requirements for all contributions at conferences organized by Vysoká 

škola manažmentu in Trenčín. Their aim is to guarantee a unified layout of all contributions and speed up the 
process of writing and editing them. The contribution must be written in one of the official languages of the 
conference specified by its organizing committee, using Times New Roman, 10 points. 

The authors‘ function has been simplified to a possible maximum. Rewrite a given piece of text (e.g. its title) 
and save the file as a Word document.  As the file name, use the first author’s family name and an abbreviated 
conference title. Send the final version of your contribution by email to Ms. Alena Vícenová: 
avicenova@vsm.sk. In case of sending several contributions to the same conference, add their order numbers in 
their file names, too, and point organizers’ attention to this fact. Otherwise, some of them could be 
unintentionally lost, deleted or rewritten. 

The maximum size of each contribution is 20 pages. 

2 Structure of the contribution 
Cautiously follow the format determined by this template. For your orientation, font size and its other 

characteristics are also specified in all structural elements. For that reason, rewriting them or using the Format 
Painter tool guarantees the identical layout. The following subchapters describe the most common text 
components. 

2.1 Numbering of Chapters and Subchapters - 10 points, bold  

Use the decimal numbering. Chapters will, therefore, be numbered by 1, 2, …, subchapters by 1.1, 1.2, etc. 
Do not use any lower numbering levels.  

The chapter titles are written in Times New Roman, size 11, bold. The title is preceeded by a 24-point-wide 
space. The size of subchapter titles is 10, bold, with 12-point break before the title. 

Each paragraph begins at 0,5 cm from the left margin. The text of the paragraph is justified, its letter size is 
10.  Keep 6-point difference between paragraphs. 

There must be author(s)‘ contact data at the end of the paper. Please, keep the order of the authors specified 
in the contribution title. 

 
 



 
 

 

2.2 Illustrations 

 

Illustrations (pictures, photographs, graphs, diagrams, drawings or schemes) and tables etc. should be 
numbered sequentially as they were inserted into the text (Arabic numerals); without point symbols.  

Place illustrations (pictures, photographs, graphs, diagrams, drawings, schemes and tables)  in the middle of 
their corresponding paragraphs. If you plan to refer to formulas, number them on the right margin by their order 
numbers in parentheses. For example: 
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Labelling of an illustration (e.g. Figure 1; Fig 1; etc.) is written under the figure, in the middle. It is followed 
by the name of the illustration, without a full stop.  

If the work includes a greater number of illustrations of one type (e.g. more tables, graphs, etc.), each type 
may be numbered independently. If there is a lower number of them, you may use one common name "Figure" 
throughout the text and number them (e.g. Figure 1, Figure  2). Another possible way of numbering illustrations 
is as follows: the word "Figure" is followed by a chapter number, space, dash, space, a serial number of the 
illustration in the section (e.g. Figure 2-1, Figure 2-2, etc.). 

A table or illustrative material should always have their name / title and  if there is a source (table or figure 
are taken from somewhere else), you should mention it. The source, own notes, calculations or explanatory notes 
should be written down  below the figure. Then, logically, the name of the figure will be placed above the table, 
usually on the left vertical line, followed by a table name without the full stop. The sources should be named in 
the same way but below the text. 

Place illustration material, pictures and tables next to the paragraph in which they are quoted. Small shifts 
caused, for instance, by the page end are allowed. Do not split tables between two pages (unless their length 
exceeds the page length).  

Do not use numbers. Use bullets. If bullets do not suit your needs, apply lower-case alphabet letters because: 

a) It is an acceptable format as there is no chance of their confusion with the chapter numbers. 

b) The conference organizers will appreciate that. 

2.3 Citations and references 

References to your information sources should be placed in  brackets [1]. All sources must be specified at the 
end of your contribution, using the same numbers as their citations in the text. They must be sorted by their 
authors‘ family names.  Make sure that each number refers to the proper source. The detailed format of basic 
types of references is in the below section Literature. 

3 Page Numbering  
Do not number the pages of your contribution. It is a duty of the editor. 

4 Conclusion 
Thank you in advance for strict correspondence of your submitted contribution to our instructions. We wish 

you interesting ideas, creative atmosphere and personal comfort during the preparation of your article. 
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Contact data: 
First name, family name, titles of the 1st author 
The name of the institution with a full postal address including ZIP and country 
Email 
 
First name, family name, titles of the 2nd author 
The name of the institution with a full postal address including ZIP and country 
Email 
 


