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A MINI-MANUAL OF FORM AND STYLE RULES AT CCU:

GRADUATE SCHOOL EDITION
     Professors frequently assign term papers that are designed to teach students how to properly research important topics. Absolutely essential to this assignment is something called documentation.  This means that as students use books, encyclopedias, electronic resources, and periodicals in their research, they must include detailed information about each resource and each quotation. It is important to do this because legally and ethically one must give credit to other people for what they have written. In addition, by documenting ideas and statements others have made, the reader of the term paper can know where to look for further information on this topic.

     Many manuals have been written on documentation. Graduate students at CCU are expected to use one of two such manuals, depending on the field of study. Students in Biblical Studies, Theology, Church History, and Practical Ministries must purchase and use Chicago Manual of Style (CMS) footnotes as explained by Kate L. Turabian in A Manual for Writers of Research Papers, Theses, and Dissertations.  Students in Education and Counseling are to purchase and use the latest edition of the Publication Manual of the American Psychological Association (APA). It may seem unnecessary to teach two different documentation styles; however, CCU wants students to learn the style method preferred by professionals in his or her field of study.


This Mini-Manual is not meant to replace the Turabian or APA manuals.  It is meant only to summarize some of the more important points so that students do not always have to refer to hundreds of pages of material. 

Rarely, CCU professors prefer certain rules that may differ from Turabian and APA.  This manual tries to identify them.  In addition, this manual provides information on special assignments such as book reviews and sermons.

This manual is formatted as a term paper written in the Chicago Manual of Style. This allows one to see examples as they occur. The location of the title, footnote and bibliography forms, subdivisions, and other features can readily be seen, but the title page and outline, which normally appear at the front of a paper, have been put in appendices for convenience.

     The topics to be discussed are: (1) mechanics, (2) style, (3) quotations, (4) footnote form, (5) special assignments, and (6) bibliography.
 

Mechanics

     This section will discuss materials, font sizes, and the basic form for the paper including preliminary pages.

Materials

     One staple through the left top is enough to hold the paper together. Clear plastic covers are not recommended. 

Font Size and Style

     Word processing software can make the letters most any size and style.  Many attractive and interesting fonts are available, but professors usually prefer either Times New Roman or Courier New.  It is important to note that Courier New is a fixed width font so that each letter takes up the same amount of space.  Times New Roman is a proportional width font used for aesthetics and uses more characters per line. As a result, a half-inch tab in Courier New will always be five spaces, the traditional requirement.  But a half-inch tab in Times New Roman will be the equivalent of eight spaces.  A similar thing happens with a double space.  In Times New Roman, an inch may look like three line spaces, while an inch in Courier New will have the appearance of a double space.

What does all of this mean for the student?  When a student chooses a font, the font may affect the format of the paper.  For the purist, Courier New becomes a good choice.  Double spaces look like double spaces and tabs are always five spaces.  But some students may choose aesthetics and go with Times New Roman.  
     Students should use 11 or 12 point font, nothing smaller and nothing larger. The use of enlarged fonts or bold type is not acceptable in a research paper. Professors will immediately perceive that students who use an enlarged font are trying to make it appear that their paper has more pages than it really does.

Basic Form

     Students must adhere to the following rules in order for the basic form of a research paper to be correct.

     Title Page. A title page should precede the first page of the body of the paper. Examples are found in the appendix. 

     Outline Page. Graduate students may include an outline page following the title page and before the first page of the body. This allows the professor the opportunity to see how the student plans to deal with the topic. The appendix includes an example of an outline page.

     First Page of the Body. Since the paper begins with a title page, it is not necessary to repeat the title on the first page of the research paper. If the student chooses to repeat the title on the first page, it is placed one double space down from the page number.
  The title is centered, and is typed by using either all capital letters or capitalizing only the first letter of all important words and proper nouns. The title is not to be underlined. If the student chooses not to repeat the title, the text of the paper starts one double space below the page number.

     Pagination. All pages of the main body are numbered including the first page. Page numbers are to be placed one inch down from the top and one inch in from the right of the paper. Although not required, some students create a header on each page. It usually consists of the student’s last name and the page number. Computers can automatically create and place the header on each page. Since some professors do not want term papers with headers, students should check with each professor to determine the requirements for the course. APA does require a header, but it consists of a shortened form of the title of the paper rather than the student’s name.

     The title page of a research paper in CMS is not numbered.  It is followed by the main body of the text that is numbered.  If the student does include other preliminary pages such as an outline page, a roman numeral is used for the pagination.  As an example, the outline page (if included) is usually numbered with a small roman numeral (ii) centered at the bottom of the page. The title page is technically the first preliminary page, but does not receive any number.

     APA, though, numbers the title page as page one, the outline page as page two, and the first page of the text as page three.

     The Text. The first paragraph begins one double space below the title or page number when using CMS, three spaces down when using APA. On subsequent pages the text resumes two lines below the page number.

     All margins are one inch on all sides. Graduate students who are writing theses must set the left margin at one and one-half inches to allow enough room for binding. Even though APA requires one and one-half or two inches for all margins, the counseling department at CCU allows one inch margins.

Quotations

     All paragraph indentions should be a half-inch or one tab in from the left margin. In a CMS paper, a quotation of five lines or more of prose or two or more lines of poetry should be singled-spaced and indented one tab in from the margin. This is called a set-off or blocked quotation. If the first line begins a new paragraph, then the line is indented an extra tab.

     APA places set-off or extended quotations (forty words or more) one tab in from the left margin and double-spaces the quote. A new paragraph is indented an additional tab. 

     Internal headings and subdivisions. As students write papers, they produce and follow an outline that contains major points and sub-points of the research.  We have already suggested the option of an outline page that would follow the title page and precede the main body of the paper.  One other suggestion that helps organize the paper and make it more readable is to take the major points of the outline and insert them as internals headings.


When students include internal headings, the professor finds it easier to follow the flow of the paper. The body of this manual uses three levels of headings.  A heading introducing one of the major points of the paper is centered and underlined (as is seen at the top of page three).  A double space is placed between the heading and the actual text.  

A heading representing a secondary point is flush to the left margin and underlined.  It is the only thing on that line.  The text begins below the heading following a double space.  If the paper has further divisions, a third-level heading is a part of the text itself.  For instance the paragraph preceding this one begins with a third level heading, “Internal headings and subdivisions.”

The appendix also includes a sample page that illustrates how internal headings work.  Even though papers less than twenty-five pages do not require divisions, it is a good idea for the student to use at least first-level headings to indicate where the major points of the paper begin and end. 

The same applies for APA. Since the APA manual offers various options for internal headings, this institution has decided to simplify matters for graduate students by using the rule just described when writing a paper in APA or CMS.

     One should never jump from one heading to a subheading without at least a sentence of text. It would not have been proper, for example, if this manual jumped from the first-level heading Basic Form (page four) to the second-level heading Title Page with no text in between. At least one sentence of text must be included before one goes to the next point or sub-point.

     A heading should never be stranded at the bottom of a page without at least two lines of text that immediately follow.  If a heading is stranded at the bottom of the page, the easiest way to fix this is to put a hard page break before the heading so that the heading itself will appear at the top of the next page. Those who use word processors must watch this carefully because software will not recognize or correct a stranded heading even if the widow and orphan protection is on.

     Widow and Orphan Lines. Widow and orphan lines are lines of the text that are stranded by themselves at the top or bottom of a page (e.g., the first line of a paragraph started at the bottom of a page or the last line of a paragraph stranded alone at the top of the next page). These lines are to be corrected by putting at least one other line with the widow or orphan. Word processing software programs guard against this.  They allow the writer to add widow and orphan protection that automatically fixes the problem.


Listings. When a list of items is short enough to run smoothly into the text, one should identify numerals in parentheses as in the following example. The steps in writing a research paper include (1) choosing a topic, (2) preparing a working bibliography, (3) outlining the paper, (4) collecting information, and (5) writing the paper.


Spacing.  For many years, it was proper to have two spaces after a period, exclamation mark or question mark.  Now style manuals are suggesting only one.  Either is acceptable at CCU, but be consistent. 

     Italics. Italics are used to identify such things as book titles, foreign language terms, and emphasized words and letters.  When a word has not become an official part of the English language, it must be set off with italics.  Students at CCU particularly have to watch for Greek, Hebrew, and other foreign words transliterated into their English forms(e.g. christos, the Greek word for Christ).  

Emphasized words or phrases are italicized. Bold fonts must not be used when emphasizing words. Some students overdo it, but when that happens, the paper is actually weakened.  When too many words are emphasized, it is like shouting at the reader.  A shout once in awhile gets someone’s attention, but continual shouting loses the effect.

     Numbers. In most cases, numbers from one to one hundred and numbers that can be expressed in one or two words are written out. Numerals are used for dates and pages. An arabic numeral should not be used to begin a sentence.

Style

     A research paper must demonstrate proper writing style. If a writer has difficulties with ordinary spelling, grammar, punctuation, or syntax, assistance should be sought in putting the paper into its final form. No word processing program is sophisticated enough to help students identify and correct all problems in these areas.  Thorough proofreading is still essential. 

Level and Tone of Writing

     The implied audience of a term paper is the scholarly community.  Thus the tone of the paper should be more formal in nature, avoiding the popular tone of a sermon or magazine article.  The tone should be serious, not ironic or flippant. Colloquial expressions, contractions, and conversational language, and must be avoided except in direct quotations. 

Third person is normally used. Pronouns such as he, she, and it are to be used as subjects of the sentences, rather than the first and second person pronouns I, we, and you. Even though some manuals allow first person references under certain circumstances, it is still preferred to refer to oneself in third person (e.g., “this author”) unless the professor makes an exception. Imperative statements, commands, and implied second person likewise should be avoided. 


The very use of first and second person leaves the impression that the author of the paper is giving a sermon or teaching a workshop rather than writing an academic treatment of the subject. It can give the impression that the student is trying to be chummy or buddy-buddy with the professor instead of discussing the topic in an objective and serious manner.

Tense


When discussing past events, students should use the past tense. Matters of truth or principle, however, should be discussed in the present tense.

Since quotations from other sources are generally employed in the interest of ascertaining truth or fact, CMS suggest that the present tense is most appropriate for introducing them. This is especially true when quoting from the Bible. “In the book of Romans Paul tells the reader that all have sinned.”  Anything written has present impact.  However, APA requires past tense to introduce quotations.

    
One must avoid, though, the use of the historic present as in the following examples. “When Campbell spoke, he says that Christians should be united.”  “When George Washington crosses the Delaware he attacks the Hessians.”

Voice


Active voice must be used except when the author wants to specifically emphasize that the subject was acted upon. It is proper to say, “Daniel was thrown into the den of lions,” because Daniel was acted upon, but most of the time active voice is preferred because it strengthens the sentence. The unnecessary use of passive voice weakens the thought.


Word processing software now identifies the use of passive voice in the sentence and will suggest a change.  The student then must decide whether it is a proper and appropriate use of passive voice or not.

Gender Neutral Language


Experts suggest a variety of ways to keep a paper gender neutral rather than masculine specific. Although many suggest that gender bias can be avoided by using he or she, this can actually be distracting. In addition, it may actually take the mind of the reader off of the topic at hand because of the obvious attempt to remain gender neutral. As a result, the opposite effect is actually achieved. The reader thinks of the gender issue by the mere presence of the phrase. Even if the student uses the phrase occasionally, he/she (with the slash) is not acceptable.


The best way to deal with the issue is to use a plural noun. In the following example a singular noun causes a dilemma:  “When a counselor deals with this psychological illness he or she should consult a medical specialist.”  This is awkward and distracting because it demands that the author supply both a masculine or feminine pronoun. But if the plural noun is used the dilemma is easily solved:  “When counselors deal with this psychological illness they should consult a medical specialist.”

Postponed Subjects and Unnecessary Wording

Postponed subjects also weaken the sentence. “There is no valid reason for rejecting the historicity of the resurrection of Christ” is not as strong a statement as saying, “No valid reason exists for rejecting the historicity of the resurrection of Christ.”  Unnecessary words, especially those at the beginning of a sentence, weaken the entire sentence. 


Unnecessary phrases must also be avoided.  “Human creeds cause division among Christians” is a stronger statement than “It is my opinion that human creeds cause divisions among Christians.”  The former is obviously an opinion, but to add the phrase “it is my opinion” waters down the argument.
Abbreviations and Shortened Forms


Abbreviations are not used including titles such as Mr., Dr., Rev., and Prof. Last names or full names are often enough.  Exceptions are as follows:  (1) a.m. and p.m., (2) A.D., B.C., (3) degrees such as Ph.D., and (4) common abbreviations of proper names such as St. Louis. 

B.C. (before Christ) always follows the year and A.D. (in the year of our Lord) always precedes the year (165 B.C.; A.D. 70).  It is now common to see the abbreviations C.E. and B.C.E., Common Era (or Christian Era) and Before the Common Era (or Before the Christian Era).  This is an attempt to be sensitive to those who do not accept Jesus as Messiah. Shortened forms, forms without periods, are acceptable. Thus one should use UN or USSR rather than U.N. or U.S.S.R.


When one uses abbreviations such as A.D. and B.C., it is permissible to omit spaces inside the abbreviation. When one refers to people by initials (e.g. J. D. Salinger), though, one must insert a space between the letters. AD and BC (without periods) are now considered acceptable forms by many people.

Quotations


This section will deal with the kinds of material one should quote as well as the mechanics of quotation.

Materials To Be Quoted


“Each fact or opinion obtained from a source, whether quoted directly or summarized, must be documented with a note or with a parenthetical reference.”
  The paper must document any fact or opinion read in the sources except (1) facts that are common knowledge (Columbus discovered America in 1492), (2) facts that can be verified easily and do not differ from one source to another (the apostle John is the traditional author of the Book of Revelation), (3) and well-known sayings or proverbs (Patrick Henry said, “Give me liberty or give me death”). The student must use documentation even when the paper paraphrases or restates the original source of the idea.

Methodology


Methodology for Chicago and APA will now be considered.


Chicago. Direct quotations are treated differently depending upon their length. All quotations four typewritten lines or less in length are put in quotations marks and incorporated into the regular text. As one authority has said, “Such quotations will look like this. It will be noted that the number of the footnote, a raised numeral, immediately follows the quotation mark at the end.”

     A quotation of five lines or more is single-spaced, and indented by one tab.  No quotation marks are used around the quote because it is already identified as a quote by being indented from the left margin.


Style manuals do allow a paragraph like this one to be double-spaced; however, the quotation is far more difficult to distinguish from the main text of the paper.  Even though CMS allows double-spacing, CCU encourages students that use CMS to single-space quotations as seen in this example. The first line of a paragraph is indented ten spaces from the left margin (as seen in this example). Subsequent paragraphs in the quotation are treated the same way. Set-off quotations are not indented from the right-hand margin.


Some students have been taught that the capital letter in the original source should be enclosed in lowercase and brackets (“[e]very), but CMS drops the brackets, runs the quote into the text, and changes the case to fit the context.

If two consecutive paragraphs are included in the long quotation, the text is continued, showing the new paragraph. . . . 


It will be noted that a long quotation such as this has no quotation marks and that the footnote numeral immediately follows the end punctuation.


APA. For short quotations that are run into the text, the author’s last name, the date of the resource, and the page number is included in the parenthetical reference.  “The period follows the end parenthesis as seen here” (Smith, 2007, p. 15). 


For longer quotations, APA indents five spaces but double spaces the lines of the quotation.  At the end of an extended quote, the period must comes at the end of the sentence with no period after the reference as seen in this example. (Smith, 2007, p. 15)

Ellipses and Omitted Material


Ellipsis points indicate that material from the original source has been omitted. Ellipsis points are three dots with a space before, after, and between the periods. This results in four spaces separated by three dots; the spaces are just as important as the dots and should never be excluded (i.e., . . . not …). 


This is how ellipsis points . . . look in the middle of a sentence. They are added to the end of a sentence only if another full sentence follows as part of the quotation. . . . Notice what happens in a long quotation which leaves out material and then jumps to the next paragraph. . . .

     This occurs only when material is being omitted from the end of that paragraph and when the next paragraph from the original text is being added to the quotation.
 

At the end of a sentence with an ellipsis, the first dot is the period, which actually ends the sentence; it is not part of the ellipsis points.


In long quotations, when words are omitted at the beginning of a paragraph,

the omission is indicated by starting the quotation flush with the indented margin as in this example. That is, the first line is not indented further. This applies whether the quotation begins in the middle of a sentence (as in this illustration), or whether it begins with a complete sentence.


When a quotation begins in the middle of a sentence and is an independent clause, it may be introduced with the word that.
  Authorities warn that “no ellipsis points should be used at the beginning of a short quotation introduced in this way.”  It is also acceptable to treat such quotations as complete sentences, using neither ellipsis points nor the word that. In this case the first word in the quotation should be capitalized, even if it was not capitalized in the original text.


Ordinarily a short quotation that is not a complete independent clause will not include ellipsis points “either at the beginning or at the end.”  In short quotations where quotation marks are used, “colons and semi-colons always go outside the quotation marks”; however, “periods and commas always go inside the quotation marks, regardless.”  Question marks and exclamation marks go inside the quotation marks if the quotation itself is a question or exclamation, and outside if the whole sentence is a question or exclamation.

     Brackets are used in direct quotations to show the insertion of any word or words not in the original but added by the writer. Two occasions may call for the use of brackets. First, if there is any kind of typographical, grammatical or factual error in the original source, it should be quoted exactly as it is with the interpolation of the word sic in brackets immediately after the error. “This indicates that the original source, not the writer, is to receive the blaim [sic] for the error.”  If the writer has a special reason for wanting to italicize (underline) a part of a quotation not italicized in the original, he or she must indicate that the italics were not in the original by inserting a phrase within brackets or in a footnote. “Using brackets is preferred because it eliminates unnecessary footnotes [italics not in the original].”

Footnotes and Endnotes


The footnote is single-spaced and the first line is indented five spaces from the margin.  The first line begins with either a raised footnote numeral or the number on the same line and followed by a period. All conventions of punctuation in each type of footnote must be strictly observed.


Before the advent of personal computers with word processing software that took the difficulty out of using footnotes, endnotes became acceptable. The notes were placed consecutively on one or more pages following the body of the paper and before the bibliography. Although endnotes are still acceptable, footnotes are preferred.  This allows the professor the ease of seeing the source of the reference on the page without having to continually flip back to the endnote page(s).


The most common types of footnotes are illustrated below. Previous footnote examples represent a proper form for book entries. This usually includes the author’s name, the book’s title, the city of publication, the publishing company, the date of publication, and the page number, in that order and with the proper punctuation. Footnote 9 (page 17) illustrates the normal way to make a footnote entry for a book. Footnotes 22 and 23 (pages 36 and 37) indicate an edition statement. Footnote 8 (page 16) shows how a translator’s name is included.


If the book is an anthology or collection of articles by different authors, the footnote includes the author of the article being quoted, the title of the article, the title of the book, the book’s editor, and the rest of the material listed above.
  Articles from one-volume encyclopedias and dictionaries are treated in a similar way.

     A footnote from a well-known multi-volume encyclopedia lists the author of the article first, then the title of the article, the name of the encyclopedia, and the date or edition.  The abbreviation for sub verbo, which means “under the word” (s.v.) is used before the title of the article.
  For encyclopedias, which are not widely known, the place of publication and publisher should also be included in parentheses, just like the normal book form. If the article’s author is unknown, the title of the article is listed first.

     The recommended form for a periodical article likewise begins with the article’s author. “The article’s title, the periodical’s name, the date of publication, and the page number follow in that order with the given punctuation."
 


A journal is a scholarly periodical and is treated in a unique way.
  Some publications may not have a number (no.) and some may only have the year rather than the season (or month) and year.


When a source is quoted for the second time, only the necessary information is repeat​ed. "This usually includes only the author's last name (with initials if neces​sary to distinguish him from another author with the same surname), and the page number (without "p." or "pp.").
  (APA does include p. and pp. in its parenthetical references)  If the author has more than one source already cited, a shortened form of the title is given in order to help the reader know which source is being quoted. For example, if one has quoted from two sources by J. Barton Payne, The Encyclopedia of Bible Prophecy and “The Goal of Daniel’s 70 Weeks,” an article from the Journal of the Evangelical Theological Society, one only needs to include a shortened title when making repeated references to one work or the other.


Scripture references may be put in parentheses immediately following the quotation “and prior to the final punctuation” (3 Hezekiah 12:14). It should be noted that the final period is after the reference where the quote is run into the text. A list of three or more references should be put in a footnote, however.

Most APA students on this campus are taught APA documentation through the MAC program.  But here is a brief summary for the student who may need to write a paper in APA and has not received formal instruction.

1. The last name of the author (or title if no personal author is listed)and the year are included
2. If the source has more than one author, the last name only is included followed by comma and the ​​& sign.

3. If more than one work cited, a semi-colon is used and is followed by the & between authors.
4. Example: The betrayal of infidelity is a specific form of relational trauma. Infidelity is considered “a betrayal of the marital promise . . . a form of deviant or immoral behavior” (Previti & Amato, 2004, p. 218). 
5. Example:  In addition to being symptomatic of an addiction or compulsive disorder, the behaviors often associated with sexual addiction constitute a breech of a marital promise of fidelity for WSAs (Bergner & Bridges, 2002). 
6. Multiple works are put in alphabetical order by author as in the following example. For the spouse of the sexual addict, the disclosure of the existence of a sexual addiction and/or related sexual behaviors is described in existing literature as a crisis and a traumatic event (Bergner & Bridges, 2002; Glass, 2003; King, 2003; Matheny, 1998; Schneider, 2001). 
7. An electronic resource without an author looks like this: (“TWA Agrees to Buyout by American Airlines,” 2001). 

Bibliography


A bibliography alphabetically arranges all sources at the end of the paper. Examples are in the appendices at the end of this manual. Graduate students in psychology and education should use the APA appendix. All other graduate papers should follow the examples given in the Chicago appendix.

The following information is for those who write in APA.
  The author’s last name is first listed, followed by the title as in the following examples.

Pittman, F. (1989). Private lies: Infidelity
and the betrayal of intimacy. New York: Norton.

Previti, D., & Amato, P. (2004). Is infidelity a cause or a consequence of poor marital quality? Journal of Social and Personal Relationships, 
21(2), 217-230.
Here is a basic example for an electronic source.

S-Anon (2003). Partner’s sexual co-addiction screening test. Retrieved March 4, 2003, from http://vig.prenhall.com/ catalog/Fast_Search/fast_quick_search/1,3064,,00.html 

This is an example of a source from a book with an editor.


Weiss, D., & Marmar, C. (1997). The Impact of Event Scale-Revised. In T. Keane (Ed.), Assessing Psychological Trauma and PTSD. New York: Guilford.
Here are some other sources for APA examples.  

1. www.apastyle.org
2. http://www.vanguard.edu/faculty/ddegelman/i

 HYPERLINK "http://www.vanguard.edu/faculty/ddegelman/index.aspx?doc_id=796" \t "_blank" ndex.aspx?doc_id=796
3. Perrin, R. (2004). Pocket guide to APA style. New York: Houghton Mifflin Company.

Conclusion

After the typing is complet​ed, it is impera​tive that students proofread the work and make all neces​sary correc​tions or papers may be returned ungraded or reduced in grade.


Students must proofread even if someone else does the typing. The person whose name appears on the title page is responsible for the paper. A student should keep a dictionary handy while typing to check for misspelled words. Even if one has the advan​tage of a spell checker for use with computer soft​ware, one must realize that it is not able to find words that are spelled correctly but misused in the body of the paper. See the following example.

I have a spelling checker,

It came with my PC;

It plainly marks four my revue

Mistakes I cannot sea.

I've run this poem threw it,

I'm sure your please to no,

Its letter perfect in it's weigh,

My checker tolled me sew.

In the preceding example several words are spelled correctly but are the wrong words in the con​text. Likewise, even though they can be helpful at times, students must not solely rely on grammar checkers because they are not always reliable.

Special Assignments


Two kinds of assignments call for brief explanations. Although some book reviews are simple summaries and others follow specific guide​lines of the professor, a student should consider the ele​ments of a critical book review.

Book Reviews

Two forms of book reviews follow.


A Standard, Critical Book Review.
A book review attempts to answer the following ques​tions. First, what is the writer's overall purpose?  What does the author hope to accom​plish with the book?  What main point is the book trying to make?


Second, how well does the writer accomplish the overall pur​pose?  Does the author cover the subject adequately or leave loose ends and unanswered questions?  Does the writer treat all viewpoints fairly and take all options into account?  Such questions as these must be answered only in terms of the author's intended purpose.


Third, are there logical or theological weaknesses or errors in the author's presentation?  Are the conclusions actually sup​ported by the evidence presented and is the author's thinking Biblical?  To answer such questions as these, the reviewers must read the book critically. They must not simply report what the book says, but must evaluate what is said.


Fourth, what is the value or usefulness of the book?  Who would profit most from reading the book?


A reviewer must not slavishly outline the review ac​cording to the four categories men​tioned above. All the elements should be included, but the form will vary accord​ing to the nature of the book being reviewed.


Standard Form for Graduate Level Book Reviews. First the background, professional experi​ence, and other writings of the author should be reviewed. 

Then the the​sis of the book needs to be spelled out. What is the author's princi​ple conten​tion, and how does his thesis square with earli​er work done in the field?  


A third element of a graduate level book review examines the research that went into the book. Does it appear thor​ough and accurate?  Does it justi​fy the author's conclu​sions?  


A fourth element involves considering how much this book contributes to knowl​edge in the field. What does this book say that no one else has said on the subject?  Does it fill a gap in the litera​ture?  What value does the book have for the profession?  


Then the reviewer should consider the effectiveness of the presenta​tion. Is the book well written?  Is it well orga​nized?  Is its presentation scholarly or popular?  


A final consideration is critical acceptance. How did the scholarly community receive the book?  How often was the book reviewed and in what publica​tions?  What was the nature of the reviews (favor​able, unfavorable, or simply descriptive)?  What was the general scholarly assessment of the book?  This can be done by searching for book reviews in the ATLA Religion Database, which includes The Index to Book Reviews in Religion.

Sermons

Three general criteria will be used in evaluating sermons when assigned for theology courses. First, is the sermon theologically sound?  Does it teach "sound doctrine"? This is of primary concern.


Second, does the sermon say anything meaningful, or does it just repeat old clichés and generalities?  Absence of doctrinal error is necessary, but the sermon must have something to say that is of value. A sermon must present specific Biblical teaching and show specific applica​tion to everyday life and decisions. Many err because they speak only in generalities. Also, trying to cover too much ground makes specific application difficult, leaving the sermon with little value. (Illustrations are important, but an illus​tra​tion is not the same as application.)


Third, is the sermon clear and easy to understand?  Sound doctrine is of no value unless it is understood. There is no substitute for clarity. The preacher himself must thoroughly understand his subject, and he must be able to communicate it successfully. This calls for a precise formulation of the sermon's purpose, a logical outline, and abundant reminders to the audience regarding the structure of the presentation (inten​tional, transitional, and summary statements, for example, "And now my third point is this!").
APPENDIX A
Documentation for American Psychological Association (APA)

APA uses parenthetical documentation within the text. The author's last name and the year of publication are considered to be the most important items for the reader to know. They are put into the text. At the end of the paper, complete information about the source cited is then given in an alphabetical list.


Internal Citations
1. WHEN AN A SOURCE IS QUOTED EXACTLY OR PARAPHRASED: If the author's name is used in the text, the date is put in paren​theses after the author's name and the page number is put in parentheses after the end quotation mark. If the author's name is not mentioned in the text, all three are put in parentheses after the end quotation mark. Example: " . . . ecological" (McDonald, 1989, p. 14). Unlike Chicago, the "p." is included. (APA also says that a person does not need to include page numbers if the thought is paraphrased. But this school requires that students include page numbers whether they have an exact quote or paraphrase.)

2. WHEN MORE THAN ONE PERSON IS THE AUTHOR OF THE SOURCE: 


a.
If two authors are used, an "&" is used to sepa​rate the two last names. All other rules apply.


b.
If three, four, or five authors are responsible for the work, all names are cited the first time that the source is quoted. In further references to the source, the first author's name only is used fol​lowed by "et al."  Example:  Delong, Aligood, and Taylor (1993) devised a theory for the trans​mission of the disease. . . . The transmission takes place . . . (DeLong et al., 1993) in connec​tion with . . .


c.
When six or more authors are responsible for a work, only the last name of the first author is given fol​lowed by "et al." in first and subsequent ref​er​ences.

3. WHEN TWO OR MORE AUTHORS HAVE THE SAME LAST NAME: When there are authors with the same last name, initials are included to distinguish between them.

4. WHEN A WORK IS IDENTIFIED BY TITLE: When a work is listed in the reference list by titles alone, a short​ened version of the title is used. A book title is under​lined and an article title is within quotation marks. Exam​ples: (Proceedings, 1988, p. 1). or ("New Frontiers," 1990).

5. WHEN A CORPORATE AUTHOR IS QUOTED: When an organization is the author of a source, use the organization's name and all other rules apply. Example: (Columbia Univer​sity, 1987, p. 54). Shortened forms of organizations can be used such as NEH for National Endowment for the Humanities.

6. REFERENCES TO MORE THAN ONE WORK IN A CITATION:


a.
When one author has two or more works they are listed in order of date of publication. Example: (Aligood, 1987, 1989).


b.
When the same author has two different works writ​ten in the same year, a letter is added to each date. Example: (Taylor, 1987a, 1987b).


c.
Works by different authors are listed in alphabet​ical order by last name and semicolons separate the references. Example:  (Aligood, 1989; Taylor, 1983).


The Reference List

The list of sources at the end of the paper should be entitled "References" rather than "Bibliography."  There was a change in APA reference between the third and fourth edi​tions of the publication manual. The first line of the entry is to be indented five spaces. Each successive line is flush with the left margin. En​tries are alphabetical by the author's last name. Two or more works by the same author appear in chronological order by date of publication. Two or more works by the same author with the same year of publication appear in alphabet​ical order by title. If more than one work by the same author appears, the name is re​peated with each entry. APA shows double spaces between each line of a reference.

1. REFERENCES TO BOOK SOURCES:

a. When referring to a regular book, the date is put in parentheses after the author's name and no parentheses are used around the place of publication and publisher. Titles are italicized, not underlined. Only the first word of the title and the first word of the subtitle along with proper nouns are capitalized.  Example:
Cappraz, A. (1990). The worst is yet to come: Suicide and the survivors. New York: Yellowbird.

b. When two, three, four, five, or six authors wrote the book, refer to all names. The last name is listed first in each case. Authors are separated by a comma, except a comma and an ampersand (&) are placed before the last author. Example:
Slade, C., Campbell, W. G., & Ballou, S. V. (1994).  Form and style: Theses, reports, term papers (9th ed.). Boston: Houghton Mifflin.

Note: If more than six are authors of the work, only the first six are listed and followed by "et al."  Also note in the above example how editions are han​dled.

c. When a work is edited, the abbreviation for edi​tor (Ed.) or editors (Eds.) is placed within pa​renthe​ses in the author position. Example:
Canton, D. C. (Ed.). (1989). The female manager: The examples from the 1980's. Chicago: Tin Man Press.

d. If a work has no author or editor, the entries are alphabetized by title. Example:
Guidelines and application form for directors, 1990 summer seminars for school teachers. (1988). Washington, DC: National Endowment for the Humanities.

2. REFERENCES TO PERIODICAL SOURCES:

a. The basic entry begins with the last names and initials of all authors, last name first followed by the year of publication in parentheses (also month and day for magazine and newspaper arti​cles). The title of the article follows, but without quotation marks, the title of the periodi​cal along with the volume number is italicized. One should note the use of periods and commas in the examples below. The only words capitalized in the article's title are the first word, the first word of the subtitle, and proper names. All words in the periodical title are capitalized. All digits are repeated in page citations. The abbreviation p. or pp. is used in references to magazines and newspapers but not to journals.
Makpen, F. G. (1986). Recent DNA studies in Europe. Science World, 3, 1317-1319.

b. If the article has more than one author, all au​thors, last name first, are listed, and separated by commas. An "&" is placed before the last author.
c. If each issue of the journal begins with page 1 the issue number is placed in parentheses after the volume number. Example: . . . 40(1), . . .
d. If the entry is for a magazine, without volume numbers, the month and date as well as the year are included. Then either p. or pp. follows.

Groverton, Randy. (1989, December 9). A study of nuclear reactors in Ohio. News Time Magazine, pp. 34-35.


e.
If the entry is for a newspaper, the author of the article (headline if there is no author) is placed first and the section number (subsequent sec​tion and page if the article is continued) is included.
Bromiley, W. J. (1993, March 10). Fanatical cults in Montana and Idaho. The Cincinnati Republican, pp. A-1, C-7.

See the APA Manual for explanation and examples for proceedings of meetings, technical reports, doctoral disser​tations, unpublished material, reviews, interviews, and non-print, media.
3. ELECTRONIC REFERENCE FORMATS

a.
Citing Email Communications from individuals should be cited as personal communications, as noted in APA's Publication Manual (4th ed., pp. 173-174). Personal communications, while referred to in the text are not listed in the reference list. This is how it appears in the text. 

J. A. Barker (personal communication, March 28, 1999). 

b. 
Citing a Web Site but not citing a specific document on the site only needs the address of the site itself in the text.

Bible Gateway provides free access to various versions (http://www.biblegateway.com).

c. 
Citing Specific Documents on a Web Site should follow a format similar to the one used for a print version.
1). An article from a journal: 

Dunham, R. E. (1998). Between text and sermon: Philemon 1:1-25. Interpretation, 52(2). Retrieved August 6, 1999 from http://proquest.umi.com/pqdweb 
2). An article from the a newspaper: 

Curnutte, M. (1999, June 18). House backs Ten Commandments in school. The Cincinnati Enquirer, p. 1. Retrieved August 6, 1999 from http://enquirer.com/editions/1999/06/18/loc_house _backs_ten.html 


3). A book from a website:

Hoeksema, H. (1945). Whosoever Will. Grandville, MI: Reformed Free Publishing Association. Retrieved August 6, 1999 from http://www.prca.org/whoseover-will/index.html#toc 


4). Articles from electronic databases:
Here is the example found on APA’s website:
Borman, W. C., Hanson, M. A., Oppler, S. H., Pulakos, E. D., & White, 
L. A. (1993). Role of early supervisory experience in supervisor performance. Journal of Applied Psychology, 78, 443-449. Retrieved October 23, 2000, from PsycARTICLES database
APPENDIX B

Summary of Documentation rules for Chicago Manual of Style
Footnotes Or Endnotes

This is the documentation required for most graduate classes. 

1.
A BOOK BY ONE AUTHOR: 


a.
If the book is a first edition, this basic form is used. The first name is put first. A comma follows the last name. The title is under​lined. The place of pub​lication, publisher and date are inserted within paren​the​ses. A comma is placed after the end of the parentheses and is followed with the page number.
  


b.
When citing an edi​tion other than the first, the edition number is indicated according to the form used on the work's title page.

2.
A BOOK WITH MORE THAN ONE AUTHOR:


a.
All names up to three authors are listed as in the fol​lowing example.

b. If there are four or more authors, the name of the first author is given and followed by et al.

3.
A MULT​IVOL​UME BOOK: The following form illus​trates how one makes a reference to a partic​ular volume within a work with a general title.

4.
AN ESSAY IN AN ANTHOLOGY:

5.
AN ARTICLE IN AN ENCYCLOPEDIA:


a.
If it is unsigned the following form is used.


b.
If it is signed the following form is used.

6.
AN ARTICLE IN A SCHOLARLY JOURNAL:


a.
If it has continuous pagination the following form is used. A footnote refers only to the page(s) containing the quotation. The bibliography shows the beginning and ending pages of the article.

b. If it has separate pagination in each issue, the abbreviation "no." is added after the volume num​ber, followed by the num​ber of the issue.

7.
AN ARTICLE IN A MAGAZINE:


a.
A weekly magazine uses the following form.


b.
A monthly magazine uses the following form.

8.
FOR MORE SPECIFIC DETAILS ON OTHER ITEMS, see the examples in the actual CMS Manual.

Bibliography

1.
A BOOK BY ONE AUTHOR:

Drane, John. Introducing the New Testament. San Francis​co: Harper and Row, 1986.

2.
A BOOK WITH MORE THAN ONE AUTHOR: all names are listed, no matter how many authors are involved in the work.

Packer, J. I., Merrill C. Tenney, and William White, Jr. The Bible Almanac: A Comprehen​sive Handbook on the People of the Bible and How They Lived. Carmel, N.Y.: Guideposts, 1982.

3.
A MULT​IVOL​UME BOOK: The following form is used for a work with a general title with a reference to a partic​ular vol​ume.

Durant, Will and Ariel Durant. The Age of Napoleon: A History of European Civilization from 1789 to 1815. vol. 11, The Story of Civilization. New York: Simon and Schuster, 1975.

4.
AN ESSAY IN AN ANTHOLOGY:

Wright, J. Stafford. "The Interpretation of Ecclesiastics." In Classical Evangelical Essays in Old Testament Inter​pre​tation, ed. Walter C. Kaiser, Jr., 200-235. Grand   Rap​ids: Eerdmans, 1977.

5.
AN ARTICLE IN AN ENCYCLOPEDIA:


a.
If it is unsigned the following form is used.

"Paul, Apostle, Saint."  Encyclopedia Britannica: Macropaedia. 19th ed.


b.
If it is signed the author's name is entered, then the article is cited.

Piper, O. A. "Messiah."  The International Standard Bible Encyclopedia. 1986 ed.

6.
AN ARTICLE IN A SCHOLARLY JOURNAL:


a.
If it has continuous pagination the following form is used.

Shea, William H. "Darius the Mede in His Persian-Babylonian Setting."  Andrews University Seminary Studies 29 (1991): 235-258.


b.
If it has separate pagination in each issue, the abbreviation for "number" along with the issue number follows the volume number.

Eaves, James F. "Effective Church Evangelism in the City." Southwestern Journal of Theology 24, no. 2 (1982): 66-75.

7.
AN ARTICLE IN A MAGAZINE:


a.
If it is in a weekly magazine the following form is used.

Hull, J. D. "Whose Side Are You On?"  Time. 9 Sept. 1991: 138.


b.
If it is a monthly magazine the following format is used.

Cannon, Lyn. "Astrology: It's Not a Good Sign."  Moody Monthly, July/Aug. 1983, 120.

8.
WHEN TWO OR MORE BOOKS ARE BY THE SAME AUTHOR the authors are listed in alphabetical order by title. Three hyphens followed by a period take the place of the author's name after the first entry.

Davis, John J. Moses and the Gods of Egypt: Studies in the Book of Exodus. Winona Lake, Ind.: BMH, 1981.

---. Paradise To Prison: Studies in Genesis. Winona Lake,
Ind: BMH, 1975.

7. FOR MORE SPECIFIC DETAILS ON OTHER ITEMS, The examples in Turabian, chapter 17, page 160 and following can be noted.

Electronic Citations and References in Chicago Style

     The Chicago Manual of Style has yet to release a substantial amount of official examples of footnotes and bibliographic entries from electronic sources other than the few examples in the manual itself. Unlike APA and MLA, which have both released examples on their websites, none has yet been released on Chicago’s website. It does refer students to some unofficial sites. Currently, the best places to find out how to cite and document sources by using the Chicago style are 

a. the examples in Turabian, pages 181, 185, etc.
b. Citation Styles Online! (http://www.bedfordstmartins.com/online/cite7.html),

c. The International Federation of Library Associations and Institutionshttp://www.ifla.org/I/training/citation/citing.htm
d. The International Organization for Standardization offers guidance at http://www.nlc-bnc.ca/iso/tc4 6sc9/index.htm

     However it should be noted that at this point in time, no official examples exist in Chicago style. Even the sources previously referred to as the best examples available still differ it the way they suggest documentation. In fact, every source that the author of this Mini-Manual has seen has differed in CMS examples. Until an official word comes from Chicago itself, the student needs to remember that the basic principle behind documentation is to give the reader of the paper enough information to find the source. The examples that follow are written according to Turabian’s suggestions. The first occurrence is the footnote form and the second is the form for the bibliography. These examples have been indented an extra five spaces to help the reader of this Mini-Manual.  The first line of the footnote is indented five spaces from the left margin.  Subsequent lines are flush with the margin.  The first line of a bibliographic reference is flush to the left margin.  Subsequent lines are indented five spaces from the margin.
1. Materials from a CD-ROM electronic database:


1David Kennedy, “Aerial Archaeology in Jordan.” The ATLA Religion Database 1949-1999, February 1999 update, CD-ROM.

Kennedy, David. “Aerial Archaeology in Jordan.”  The ATLA Religion Database 1949-1999, February 1999 update. CD-ROM.

2. An online book:


2Herman Hoeksema, Whosoever Will [book on-line] (Grandville, Mich.: Reformed Free Publishing Association, 1945, accessed 6 Aug. 1999); available from http://www.prca.org/whosoever-will/index.html#toc 
Hoeksema, Herman. Whosoever Will [book on-line] (Grandville, Mich.: Reformed Free Publishing Association, 1945, accessed 6 Aug. 1999); available from 


http://www.prca.org/whosoever-will/index.html#toc  

3. Article in an online journal:

3John N. Clayton, “Arguments for Design.” Does God Exist?, 26, no. 2 (1999): [journal on-line]; accessed 6 Aug. 1999; available from http://doesgodexist.org/marApr99/ ArgumentsForDesignAdvance.html 
Clayton, John N. “Arguments from Design.” Does God Exist? 26, no. 4 (1999) [journal on-line]; accessed 6 Aug. 1999; available from http://doesgodexist.org/marApr99/ ArgumentsForDesignAdvance.html 

4. A General Web Site

 4John Krise, “Missionaries of the World.” World Evangelism Home Page [web site]; accessed 6 Aug. 1999; available from http://www.missionsoftheworld.org 
Krise, John. “Missionaries of the World.” World Evangelism Home Page [web site]; accessed 6 Aug. 1999; available from 

http://www.missionsoftheworld 


APPENDIX C: Sample pages follow
· Title page (first option)

· Tile page (second option)

· Title page (APA example)

· Outline page example

· Example of a page of the main body containing internal headings

· Example of a bibliography page for Chicago Manual of Style
· Example of a bibliography page for APA
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Thesis Statement: The messianic prophecies in Isaiah describe the person and work of Jesus.

  I. The Messiah would be virgin born, Isaiah 7

A. The background of the text

B. The meaning of the text

C. The fulfillment of the text

1.  Traditional Messianic view

2.  Typical view

 II. The Messiah would be God and man, Isaiah 9

A. The background of the text

B. The meaning of the text

C. The fulfillment of the text

III. The Messiah would be the Root of David, Isaiah 11

A. The background of the text

B. The meaning of the text

C. The fulfillment of the text

IV. The Messiah would be a Suffering Servant, Isaiah 53

A. The background of the text

B. The meaning of the text

C. The Fulfillment of the text
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1
(double space down from page number, triple if APA)

The Title of the Paper (Optional)

(double space down from title or page number to begin text)


Use one inch margins.  If the title is more than two lines, double space the title and use a pyramid style.  The title should not have terminal punctuation unless it ends with a question mark or exclamation point.  Begin the text a double space below the page number or the title if you choose to repeat it on the first page. (Double Space down to the first heading)

First Level Headings


First level headings identify the beginning of major points in the paper.  Capitalize the first letter of each word of the heading except articles, conjunctions, and prepositions; underscore with a solid line.  Do not number the headings.  If a heading is more than four inches long (forty 12 font spaces), use a single-space inverted-pyramid format.  (Double space down to the next heading)

Second Level Headings


This is a freestanding side heading, alighned with the left margin.  Capitalize and punctuate the same as centered headings.  If a side heading is more than two and one-half inches long, (twenty-five 12 font spaces), single space with a two-space hanging indention.  (Double Space down to the next heading)


Third level headings.  This is a paragraph heading.  Indent five spaces and underscore with a solid line.  Capitalize the first word and proper nouns and adjectives only; end with a period and begin the text on the same line.
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	�This is the proper way to introduce lists by number when they are a part of the sentence.  The colon is used here because of the phrase “as follows.”  The punctuation will vary depending on how you set up the sentence.


     �Page 1 of this manual shows the correct method. 


     �Technically, one need not indicate whether the first line of a set-off quotation begins a new paragraph, but it is preferred.


	� Microsoft Word, for instance, automatically does this for the student.  Widow and Orphan protection can be found by first clicking on “Format” and then on “Paragraph.”  This reveals a tab called “Line and Page Breaks.”  “Widow/Orphan Control” is located there.





	� For other options see Turabian, 329, 330 and Carole Slade, Form and Style, 12th edition, 97.


�Slade, 28 


� Ima Faleyure, How To Succeed in College, trans. R. U. Tryin (Cambridge: Yale Publishing Company, 2001), 12.





� Ben Slavin, Do College Students Work Too Hard?  (Cincinnati: McMickmic Publishers, 1998), 27, 28.


�Slavin, 29.





�Slavin, 30.





�When a word is used simply as a word, it should be italicized rather than put into quotation marks. 


�Ben Sippin, “Coffee Break Theology,” in Reminiscences of Seminary Life, ed. El Joelis (Cincinnati: Hilltop Publications, 1975), 422-23. 





�Encyclopedia Britannica, 15th ed., s.v. “logic.” 


	


	�G. U. Finnoff, "The Wasted Hours," The Reader's Di�gress, May 2002, 78.


	�Al Mosta Scholar, "Significant Archaeological Finds under Old Main," Cincinnati Archaeology 153, no. 3 (fall 1994): 79.


	�Faleyure, 17.


�Payne, “Weeks,” 267 or Payne, Prophecy, 67. 


� This is information from a MAC lecture by Barbara Steffans.


� Steffans continued.


	�Pennye Harper, "Spellbound," Toward More Picturesque Speech, Readers' Digest, March 1992, 175.  Note: Extended quotations of three or more lines of poetry are indented five spaces.  Brief quotations of poetry two lines or less are run into the text, using a slanted line with a space on each side to identify where the line breaks go ( / ). See Turabian for further informa�tion.


     �See APA’s website:� HYPERLINK http://www.apa.org/journals/webref.html �� http://www.apastyle.org/elecref.html�


	�John Drane, Introducing the New Testament (San Fran�cisco: Harper & Row, 1986), 54.


	�Paul Butler, Daniel, 3rd ed. (Joplin: College Press, 1982), 175.


	�J. I. Packer, Merril C. Tenney, and William White, Jr., The Bible Almanac: A Comprehen�sive Handbook on the People of the Bible and How They Lived (Carmel, N.Y.: Guide�posts, 1982), 64.


	�Janice M. Lauer et. al., Four Worlds of Writing (New York: Harper and Row, 1981), 34.


	�Will Durant and Ariel Durant.,  The Age of Napoleon: A History of European Civilization from 1789 to 1815,  vol. 11.  The Story of Civilization (New York: Simon and Schuster, 1975), 56.


	�J. Stafford Wright, "The Interpretation of Ecclesiastes," in Clas�sical Evangelical Essays in Old Testa�ment Inter�pre�tation, ed. Walter C. Kaiser, Jr. (Grand Rap�ids: Eerdmans, 1977), 23.





	�"Paul, Apostle, Saint,” Encyclopedia Britannica: Macropaedia, 19th ed.





	�O. A. Piper, "Messiah," The International Standard Bible Encyclopedia, 1986 ed.


	�William H. Shea, "Darius the Mede in His Persian-Babylon�ian Setting," Andrews University Seminary Studies 29 (1991): 235.





	�James F. Eaves, "Effective Church Evangelism in the City," Southwestern Journal of Theology 24, no. 2 (1982): 75.


	�J. D. Hull, "Whose Side Are You On?"  Time. 9 Septem�ber 1991, 138.


	�Lyn Cannon, "Astrology: It's Not a Good Sign,” Moody Monthly, July/August 1983, 120.


	�Everything is double-spaced. Roman numerals are spaced so that the periods line up from top to bottom.  A term paper with a title page and outline as the only preliminary material have the title page unnum�bered and the outline page num�bered with a small roman numeral "ii" centered at the bottom.  Any other preliminary pages such as a preface are numbered in the same way.


ii


     �This is the way a Chicago bibliography looks.  If the last page of your paper is 24, this page is numbered 25.  Double space down from the page number to the first citation.  CCU allows for double spacing under certain circum�stances be�tween each line of the endnotes and bibliography, but here it is preferred that the student single space within notes and double space between notes.  Word Perfect and Word can automatically both produce hanging indentions.  Microsoft Word, for instance, creates a hanging indention by clicking on format and then paragraph.  By clicking on the arrow by the word special, the student can choose hanging. 


	�This is an example of a reference page done in APA format.  





