
 
 
 
 
 

 
The KingÕs Style Manual 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
14800 Sherman Way • Los Angeles, CA 91405-2233 

 
818-779-8040 

kingsuniversity.edu 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Copyright © 2010 The KingÕs University 
All rights reserved 

 



 

 

 

 

 

 

TABLE OF CONTENTS 

 

 

 Page 

          Page 

PREFACE ...................................................................................................................   ix          ix 

Chapter 

1.  THE PRELIMINARIES .......................................................................................    1      1 

 Descriptions......................................................................................................    1       1 

  Title Page..............................................................................................    1      1 

  Table of Contents .................................................................................    2     2 

  Outline .................................................................................................    3       3 

  Preface or Acknowledgments ...............................................................    4   4 

2.  THE TEXT (BODY) .............................................................................................    6       6 

   Style of Writing .............................................................................................    6      6 

       Diction .................................................................................................    6       6 

       Tone......................................................................................................    6       6 

       Personal Pronouns ................................................................................    7     7 

       Tense.....................................................................................................    7       7 

       Active and Passive Voice .....................................................................    7    7 

       Parallelism ...........................................................................................    8 

  Logical Consistency .............................................................................    8 



  iv 

 Mechanics of Writing .......................................................................................    9 

 

  Paper ....................................................................................................    9 

 Print Quality .........................................................................................    9 

  Type......................................................................................................    9 

  Margins..................................................................................................   9 

  Page Numbering .................................................................................    10 

  Titles and Subheadings........................................................................    10 

  Centering ............................................................................................    12 

  Indentations ........................................................................................    12 

  Capitalization .....................................................................................    13 

  Numbers..............................................................................................    13 

  Initials and Abbreviations ...................................................................    13 

  Dashes and Hyphenation ....................................................................    15 

  Plagiarism ..........................................................................................    15 

 Quotations ..........................................................................................    15 

  Ellipses ...............................................................................................    16 

  Foreign Words ....................................................................................    17 

  Notes ..................................................................................................    17 

   Components of a Reference Note .............................................   18 

    Name of author(s) .......................................................    19 

    Title (and subtitle) .......................................................    20 

    Editor, compiler, or translator ......................................    20 

    Edition name or number (if other than the first) ............    20 



  v 

    Series name (including volume and number) ................    21 

      Place of publication .....................................................    21 

      Publisher’s name..........................................................    22 

      Publication date ...........................................................    22 

    Page reference..............................................................    22 

   Books .....................................................................................    23 

      Books with one author/editor .......................................    23 

      Books with two authors/editors ....................................   23 

      Books with three authors/editors....................................   24 

    Books with more than three authors/editors ..................   24 

    Book translated by another .............................................  24 

    Component part by one author in book edited by 

another ..............................................................   25 

 

    Book in series (no series editor) .....................................  25 

 

    Book in series (series editor expressed) ........................   25 

 

    Book with subsequent revision or edition .....................   26 

 

    Book wherein author is quoting another ........................   26 

 

   Musical Scores..........................................................................   26 

 

   Unpublished Works .................................................................   26 

 

   Bibles ........................................................................................  27 

 

   Periodicals ...............................................................................   28 

 

   Electronic Materials .................................................................   29 

 

    World Wide Web [WWW] ............................................  30 

 



  vi 

              Email ...........................................................................  30 
 
    Discussion lists .............................................................  30 
 
    Newsgroups .................................................................  31 
 
    CDROM .......................................................................  31 
 
   Non-print Materials...................................................................  31 
 
    Audio recordings ..........................................................  31 
 
    Video recordings ..........................................................  32 
 
    Speeches, lectures, sermons, and papers read ................  32 
 
    Works of art..................................................................  32 
 
    Interviews ....................................................................  32 
 
   Subsequent Entries ...................................................................  33 
 
3.  REFERENCE MATERIALS  ..............................................................................  35 
 
 Descriptions ....................................................................................................  35 
 
  Appendix .............................................................................................  35 
 
  Glossary...............................................................................................  36 
 
  Endnotes .............................................................................................  36 
 
  Bibliography .......................................................................................  37 
 
   Bibliographic Entries................................................................  39 
 
   Books.......................................................................................  39 
 
    Books with one author/editor ........................................  39 
 
    Books with two authors/editors ....................................  40 
 
    Books with three authors/editors....................................  40 
 

Books with more than three authors/editors ..................  40 
 



  vii 

    Book translated by another ...........................................   41 

 

    Component part by one author in book edited by 

another ..............................................................   41 

 

    Book in series (no series editor).....................................   41 

 

    Book in series (series editor expressed) ........................   42 

 

    Book with subsequent revision or edition ......................   42 

 

    Book wherein author is quoting another .......................   42 

 

   Musical Scores..........................................................................   43 

 

   Unpublished Works ..................................................................   43 

 

   Bibles   43 

 

    Introductions to specific books .................................................   43 

 

    Intertextual articles ....................................................................   44 

 

   Periodicals ...............................................................................   44 

 

   Electronic Materials..................................................................   45 

 

    World Wide Web [WWW] ...........................................   45 

 

    Email ............................................................................   45 

 

    Discussion lists..............................................................   46 

 

    Newsgroups ..................................................................   46 

 

    CDROM .......................................................................   46 

 

   Non-print Materials...................................................................   46 

 

    Audio recordings...........................................................   46 

 

    Video recordings ..........................................................   47 

 

    Speeches, lectures, sermons, and papers read ................   47 

 

    Works of art ..................................................................   47 



  viii  

 
    Interviews.....................................................................  47 
 

APPENDIX ONE ......................................................................................................  48 
 
 Book Critique Format .....................................................................................  49 
 
  Content Summary ................................................................................  49 
 
  Evaluation ...........................................................................................  50 
 
  Integration ...........................................................................................  52 
 
APPENDIX TWO ...................................................................................................... 53  
 
 Notes on Outlining ..........................................................................................  54 
 
APPENDIX THREE .................................................................................................  59 
 
 Sample Pages ..................................................................................................  60 
 
  Cover sheet Ð College ..........................................................................  60 
 
  Cover sheet Ð Seminary .......................................................................  61 
 
  Table of Contents ................................................................................  62 
 
  Outline ................................................................................................  63 
 
  Preface ................................................................................................  64 
 
  Acknowledgments ...............................................................................  65 
 
  Glossary ..............................................................................................  66 
 
  Notes (with chapter designation) .........................................................  67 
 
  Notes (without chapter designation) .....................................................  68 
 
  Bibliography (with entries categorized) ...............................................  71 
 
INDEX ......................................................................................................................  75  
 



 
 
 
 
 
 

PREFACE 
 
 
 

 The King’s College and Seminary has adopted The KingÕs Style Manual as a 

standard to assist students in the preparation of academic papers for their courses. The 

manual is divided into three general sections corresponding to the major divisions of a 

written document. These divisions include the preliminaries, the text, and the reference 

materials. Elements of style that are pertinent to a given area of a paper can be found in 

that location of the manual. The purpose of The KingÕs Style Manual is to present to the 

students acceptable writing styles and forms for their academic coursework. The manual 

is not intended to be an exhaustive guide for writing styles. It is simply an adaptation and 

supplement to the following publications, which, by faculty consensus, are the officially 

adopted style guides for The King’s College and Seminary: 

Turabian, Kate L. A Manual for Writers of Research Papers, Theses, and 
Dissertations: Chicago Style for Students and Researchers, 7th ed. 

Revised by Wayne C. Booth, Gregory G. Colomb, and Joseph M. 

Williams. Chicago: University of Chicago Press, 2007. 

 

Walker, Janice R., and Todd Taylor. The Columbia Guide to Online Style. 2d ed. 

New York: Columbia University Press, 2006. 

 

 As an additional resource to students, questions regarding the content of the 

manual may be submitted to StyleManual@kingsseminary.edu. Please allow time for 

review of questions and response. 

 



x 

 Lastly, The King’s would like to acknowledge our indebtedness to Charlene Stead 

for performing most of the work in revising the manual to be congruent with the new 

edition of Turabian and to address the numerous small errors that plague this type of 

publication.  Additional assistance in revising the manual was provided by Brenda 

Hockenhull.  This manual has been much improved by the contribution of both of these 

individuals. It should be noted that any existing errors in this manual are those of The 

King’s and do not reflect on the excellent work of either of these two contributors.   



 
 
 
 
 
 

CHAPTER ONE 
 

THE PRELIMINARIES  
 
 

Descriptions 
 

 The first division of a research paper is called Òpreliminaries.Ó The following list 

of pages reflects the order in which these pages must be presented in a paper. Although it 

is not necessary to include all of these items in a paper (check with the course professor), 

when these pages are used, they must be ordered in the following manner: 

 
Title Page 
Table of Contents or Outline 
Preface 
Acknowledgements 
 
 

Title Page 

 The title page is actually the first page of the paper. It includes the title of the 

document, the department and school to which it is being presented, the course informa-

tion along with the studentÕs name and the date of submission. An example of the title 

page for The KingÕs College can be found in Appendix Three. A sample title page for the 

seminary is also located there. The centered lines on the page are 21 underlined spaces. 

The title page counts as a page for page numbering purposes, but a page number does not 

appear on it. 
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Table of Contents 

 The table of contents precedes all sections that are listed in it. All chapter titles, 

subheadings, and reference materials should be included in the table of contents. Align 

the beginning page number for each item along the right margin. Chapter numbers and 

names appear in the table of contents exactly as they appear in the text. Additionally, all 

punctuation and the capitalization of titles and subheadings must appear as found on the 

page in which they occur. 

 Type the table of contents title (e.g., ÒTABLE OF CONTENTSÓ) on line 13, 

centered between the margins and typed in all capitals. The ÒPageÓ heading is triple-

spaced below the pageÕs title and typed flush with the right margin. The preliminaries 

begin two lines down from the page designation. Note that all preliminaries, except the 

abstract, approval sheet, title page, and copyright page, are included in the table of 

contents. List each preliminary with its corresponding page number. A blank line 

separates each preliminary. Type each preliminary title with all capitals as it appears 

elsewhere in the document, flush with the left margin. A period leader extends to the 

page number that is flush with the right margin. A blank line follows the final preliminary 

after which the heading ÒChapterÓ is typed and aligned with the left margin. A blank line 

separates each entry in the table of contents. On those lines where the heading or chapter 

name spreads over to the next line, the line(s) are single-spaced. Each chapter begins with 

a corresponding Arabic numeral aligned on the left margin. Type the chapter title 

following a period and two spaces, unless the alternative indention system is used. If the 

alternative system is used, type the chapter title following an indention. For rules 
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regarding indentions see Chapter Two. For each chapter, period leaders extend from the 

chapter title to the chapter’s beginning page number at the right margin. 

 First-level subheadings must be included in the table of contents. For each first-

level subheading, indent the subheading once unless the alternative indention system is 

used. If using the alternative system, indent twice. The subheading title is typed as it 

appears in the text. Period leaders extend from the end of the subheading title to the right 

margin ending with the page number corresponding to the beginning of that section. You 

may include second, third, fourth, and fifth level subheadings in the table of contents. 

Whenever a subheading is used all subheadings above it must be included. For instance, 

when a third-level sub-heading is included, all third-level subheadings as well as all 

second-level subheadings and first-level subheadings must be included. For each 

additional subheading level, that subheading title is given and additional indentation from 

the left margin. 

 Period leaders are created with a period and a space and never begin with a 

period. Any method of creating period leaders is acceptable as long as the page numbers 

along the right margin are aligned. 

 

Outline 

 Most papers that are assigned at The King’s will not have multiple chapters and 

require a table of contents. Students writing shorter papers should include an outline 

instead. If an outline is included in a paper, the outline is to be included in the prelimin-

aries section of the paper in the proper sequence. An outline may be of assistance in 

organizing thoughts, topics, and points. This is usually quite helpful in directing research 
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and providing a logical flow of ideas. However, a working outline that a student may use 

to aid in the writing process will likely need to be reformatted if it is to be turned in as a 

formal outline and a part of the paper. This type of outline will be a formal version based 

upon research notes. 

 There are two systems for formal outlines: topic and sentence. Topic outlines 

require the main points and sub-points to be expressed in parallel phrases (such as noun 

phrases, verb phrases, and so forth). Topic outlines are brief when compared to sentence 

outlines. Sentence outlines require the main points and sub-points of the paper to be 

expressed in complete, though not necessarily parallel, sentences. Sentence outlines 

provide a clearer idea of the overall paper. 

 More information on outlines is provided in Appendix Two. A sample outline is 

provided in the sample pages in Appendix Three. 

 

Preface or Acknowledgments 

 For academic papers the preface can serve a vital function. The preface introduces 

the author to the reader and gives his/her reasons/motivations for writing the paper, the 

background of the study, methods of research, the paper’s scope and purpose and 

indicates for what audience the work is intended. The preface may also acknowledge 

indebtedness for service and assistance. It explains the arrangement, symbols, and 

abbreviations used as well as any special features of the study. A Preface is referred to by 

some as a Foreword. Although the preface is optional, students may find it especially 

helpful in presenting the scope, parameters, and goals of their study. The preface page is 

to follow the format presented in Appendix Three. 
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 An acknowledgment page is seldom used in academic papers. Its purpose is to 

express appreciation for assistance or guidance. Assistance or guidance given by a reader 

or academic advisor is not necessary to express. It is permissible to acknowledge 

assistance in the preface rather than have a separate page. 

 Additionally, if special permissions have been granted for the use of quotations or 

materials, this can be presented on either the acknowledgment page or the preface page. 

A sample Acknowledgment page is located in Appendix Three. Including an 

Acknowledgment page is optional. 



 
 
 
 
 
 

CHAPTER TWO  
 

THE TEXT (BODY)  
 
 

Style of Writing 
 

 The text or body of the paper begins with the first page of Chapter One. Research 

papers, theses, and term papers are academic papers, and must be written using standard 

rules of form and style. Both will be discussed in this chapter. 

 
Diction 

 
 While the vocabulary used to construct a paper is unique to the individual student, 

certain rules regarding word choice do apply. An academic paper is by its very nature 

formal rather than colloquial. Colloquialisms and contractions are not allowed within a 

paper except in the instance that a quoted source actually contains it. 

 
Tone 

 Just as tone and inflection enhance vocal communication, tone can serve to 

enhance or detract from written communication. In writing a formal paper, the subject of 

the paper must be dealt with in a sober and serious manner. Humorous, casual, or 

conversational tones undermine the goal of the paper, which is to examine and contribute 

in a meaningful way to the academic conversation regarding the subject. 
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Personal Pronouns 

 A formal academic paper should be written in the third person. Third person 

personal pronouns (he, she, they, it) are acceptable. The student should refrain from using 

first person pronouns (I, we, me, us, my, our, mine, ours) in an academic document. The 

paper is the creation of the writer and thus expresses the writerÕs viewpoint. This 

knowledge should free the writer from dependence on the first person writing style. 

Importantly, second-person pronouns should never be used in the body of the paper. As 

always, when in doubt consult the professor of the course. 

 
Tense 

 Verb tense is dictated by the context of the subject matter. Academic papers 

should be written in the present tense. Past or future tenses may be utilized within a 

paper, but, when possible, use the present tense. Consistency is the key. Whatever tense 

is used, there should not be a shifting of tenses back and forth throughout the paper. 

 
Active and Passive Voice 

 Sentence structure of a paper has a significant impact upon the message it 

communicates. Varied sentence lengths and the use of complex, compound, and parallel 

sentence construction make for a strong and forceful paper. Because active voice is 

stronger than passive voice, the student should strive to write a paper using the active 

voice. A sentence demonstrates active voice when the subject of the sentence is engaged 

in the action, whereas the subject of the sentence in the passive voice is being acted upon 

(or receiving the action). 
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  Passive: The ball was caught by the outfielder. 

  Active:  The outfielder caught the ball. 

 Weak sentences can also be the result of postponed subjects. The phrases “there 

are,” “there is,” and “it is” produce weak sentences. To avoid this problem, the student 

must determine the subject of the sentence and supply the accompanying verb. 

  Original: There is very little mention of Jesus’ life as a child. 

  Revised: Little mention is made of Jesus’ life as a child. 

 

Parallelism 

 Parallelism is a strong communication construction. Outlines, chapter titles, 

subtitles, and headings should all be parallel (exhibit the same grammatical structure). If 

the first object of an outline is written in a complete sentence, all following objects must 

be written as complete sentences. If a chapter title or heading uses a noun phrase, all 

chapter titles or headings must use noun phrases. 

 

Logical Consistency 

 A well-written academic paper must exhibit traits of proper logical consistency. 

The main points of the paper should all be of the same relative importance and be similar 

in their scope. Discontinuity and radical changes in focus are the results of poor logical 

consistency. 
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Mechanics of Writing 

Paper 

 Research papers and theses should be printed on paper of 20-pound weight. The 

paper must be 8 !  inches by 11 inches in size. The raw content of research papers must 

be a minimum of 25 percent and for theses a minimum of 50 percent. Erasable bond, 

onion-skin, and colored (i.e., blue, pink, and so forth) papers are not acceptable. 

 
Print Quality 

 Ink jet or laser printed pages with black type are expected. For typewriter users, a 

black ribbon must be used. Nylon ribbons are superior to cotton ribbons. Carbon ribbons 

should only be used once. Computer printouts on dot matrix printers are unacceptable.  

 
Type 

 Times New Roman is the only acceptable font for computer users. Special 

characters are not acceptable except when typing in another language (e.g., Greek font). 

Italics, bold and underlining are permissible. Type size should be 12 point throughout the 

entire paper (a point is equivalent to 1/72 of an inch), except that footnotes using either a 

12 or 10-point font size are acceptable. The font used for the footnote text and the 

footnote number must be the same and consistent throughout the entire paper. When 

using a typewriter to write a paper, two types are acceptable, Pica and Elite. 

 
Margins 

 The left margin is 1 !  inches from the left edge of the paper. The top, bottom, and 

right margins are 1 inch from the edges of the paper. All text is aligned against the left 
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margin. Full justification is not appropriate; therefore, the paper will have a Òragged 

right.Ó It is never permissible for type to extend into a margin. All line instructions are 

based on 6 lines being equivalent to 1 inch. The first line on which type can be placed is 7 

and the last line is 52. For typewriter users, the left margin for Pica is 15 and for Elite is 

18; the right margin for Pica is 75 and for Elite is 90. 

 
Page Numbering 

 Use lowercase roman numerals when page numbering the preliminaries section. 

Consult the individual preliminary description in Chapter One to determine if the page is 

to be counted and whether a number should actually appear. Preliminary page numbers 

are centered between the margins at the bottom of the page. 

 Text pages always include the page number at the top of the page against the right 

margin or right aligned in the page header with a blank line following. The only excep-

tion occurs on the first page of text or a page where a chapter title appears, although they 

are counted as pages. The reference materials are also given page numbers except on 

titled pages which are counted (see sample pages in Appendix Three). The first page of 

the Glossary, Notes, Appendix, and Bibliography never has a page number but is counted 

as a page.  

 
Titles and Subheadings 

 There are five levels of subheadings. Subheadings should not be confused with 

titles. A page title or chapter title is centered between the margins and typed using all 

uppercase letters. The paper title is treated as a chapter title and should be typed on line 
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13 of the first page of the body of the paper. The body of the paper begins a quadruple-

space below that paper, chapter, or section (in the reference materials) title unless a first-

level subheading intervenes. If a first-level subheading intervenes, the first-level 

subheading begins a triple-space below that paper, chapter, or section title. 

 Subheadings help to divide the paper into logical sections. First-level subheadings 

are centered between the margins, bolded, and typed in uppercase and lowercase letters 

without a period following. For example: 

First -Level Subhead 

 A second-level subheading is centered between the margins and typed in 

uppercase and lowercase letters without a period following. For example: 

Second-Level Subhead 

 A third-level subheading is flush with the left margin, italicized, and typed in 

uppercase and lowercase letters without a period following. For example: 

Third-Level Subhead 

 A fourth-level sub-heading is placed flush along the left margin, typed in sentence 

style without a terminating period, and capitalized exactly as a sentence. For example: 

Fourth-level subhead 

 A fifth -level subheading is indented !  inch from the left margin (or five spaces if 

using the alternative indention system), typed in sentence style with a terminating period, 

and capitalized exactly as a sentence. For example: 

 Fifth-level subhead. The text begins here. 
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 With the fifth-level subheading, and only with this subheading, the text begins 

immediately following the period of the subheading. For all other subheadings, a triple-

space should precede the subheadings and a double-space follow. Where two sub-

headings exist with no text between them, one blank line should be between them. 

 
Centering 

 All text that is to be centered in the document should be centered between the 

margins, not centered on the page. The centered line cannot be over 4 inches long (40 

spaces Pica, 48 spaces Elite). If the material to be centered is longer than 4 inches, the 

remaining material is centered below the initial line. This process is continued for the 

material with each additional line being shorter than the previous one. The additional 

centered lines are either double-spaced or single-spaced, depending upon the material 

(e.g., title page, text page). Refer to the examples in this manual. Word divisions are not 

allowed in centered headings. However, words that are already hyphenated are allowed. 

 
Indentations 

 All paragraphs, endnotes and footnotes are indented !  inch. All quotations four 

lines or longer are blocked and indented an additional !  inch (1 inch total) from the left 

margin. Bibliographic information indents every line below the first line of a reference !  

inch (i.e., hanging indentation). An alternative indention system is for an indent to equal 

5 spaces (10 spaces total for blocked quotations). This system is especially useful for 

typewriter users. Whichever system is used, it must be used throughout the paper. 
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Capitalization 

 The prose in a research paper follows standard rules and conventions for 

capitalization. Capitalize the first and last words in titles and subheadings. Capitalize all 

other words within the title or subheading with the exception of articles, coordinate 

conjunctions, prepositions, and ÒtoÓ used in an infinitive. Always capitalize the second 

word of a hyphenated compound when the second word is not an article, coordinate 

conjunction, preposition, or ÒtoÓ used in an infinitive. If the second word is the last word 

of the subheading or title, always capitalize it. The second word in a hyphenated 

compound that begins with a prefix is not capitalized. For titles in notes and bibliography, 

the same rules apply. 

 
Numbers 

 All numbers between and including 1 and 99 must be spelled out. Fractions must 

be spelled out. (These rules are intentionally broken in this manual.) All numbers 

including and above 100 must be typed as numerals. When referring to a percentage, use 

numerals with the word ÒpercentÓ spelled out. Exceptions include scripture references, 

dates, times, and referencing numbered sections in another document. 

 
Initials and Abbreviations 

 
 Initials and abbreviations should be avoided in an academic paper. However, 

when using initials a period and a space should follow each letter. Abbreviations of 

places, companies, and other non-personal items, have no space between the initials. 

Abbreviations of Bible books are accepted as follows: 
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Canon: Old Testament 

 
Genesis Gen.  2 Chronicles  2 Chr. Daniel  Dan. 
Exodus  Ex.  Ezra  Ezra  Hosea  Hos. 
Leviticus  Lev.  Nehemiah  Neh.  Joel  Joel 
Numbers  Num.  Esther  Est. Amos  Amos 
Deuteronomy  Deut.  Job  Job  Obadiah  Obad. 
Joshua  Josh.  Psalms  Ps(s). (pl.)  Jonah  Jon. 
Judges  Judg.  Proverbs  Prov.  Micah  Mic. 
Ruth  Ruth  Ecclesiastes  Eccl.  Nahum  Nah. 
1 Samuel  1 Sam.  Song of Solomon  Sg.  Habakkuk  Hab. 
2 Samuel  2 Sam.  Isaiah  Isa.  Zephaniah  Zeph. 
1 Kings  1 Kgs.  Jeremiah  Jer.  Haggai  Hag. 
2 Kings  2 Kgs.  Lamentations  Lam.  Zechariah  Zech. 
1 Chronicles  1 Chr.  Ezekiel  Ezek.  Malachi  Mal. 
 

Canon: New Testament 

 
Matthew  Matt.  Ephesians  Eph.  Hebrews  Heb. 
Mark  Mark  Philippians  Phil.  James  James 
Luke  Luke  Colossians  Col.  1 Peter  1 Pet. 
John  John  1 Thessalonians  1 Thess.  2 Peter  2 Pet. 
Acts  Acts  2 Thessalonians  2 Thess.  1 John  1 John 
Romans  Rom.  1 Timothy  1 Tim.  2 John  2 John 
1 Corinthians  1 Cor.  2 Timothy  2 Tim.  3 John  3 John 
2 Corinthians  2 Cor.  Titus  Titus  Jude  Jude 
Galatians  Gal.  Philemon  Phlm.  Revelation  Rev. 
 

 

Apocrypha 

 
1 Esdras    1 Esd. 1 Maccabees   1 Macc. 
2 Esdras    2 Esd. 2 Maccabees   2 Macc. 
Tobit    Tob. 
Judith    Jth. 
The Rest of Esther   Rest of Esther 
The Wisdom of Solomon   Wisd. of Sol. 
Ecclesiasticus    Ecclus. 
Baruch    Bar. 
The Song of the Three Holy Children  Song of Three Children  
Susanna    Sus. 
Bel and the Dragon   Bel and Dragon 
Prayer of Manasses (or Menasseh)  Pr. of Man. 
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Dashes and Hyphenation 

 Occasionally a dash is needed within text (not within hyphenated words). A dash 

is created by using two hyphen marks with no spaces before, after, or between them. You 

may use the em-dash on your word processor if that character is available. 

 If a word can be hyphenated according to grammatical rules at the end of a line 

then it may be hyphenated. Two letter hyphenations are not allowed. Consult a dictionary 

with respect to acceptable breaks. Four or more consecutive lines may not be hyphenated. 

Never hyphenate a proper name, the last word on a page, or the last word in a paragraph. 

 
Plagiarism 

 Plagiarism is the use of another personÕs ideas or wording without giving 

appropriate credit. Ideas, as well as the expression of those ideas, are considered to 

belong to the person who first puts them forth. Therefore, when ideas or phrasing from 

another writer are incorporated into a paper, whether directly or indirectly, you must 

indicate your source accurately and completely. Intentional or unintentional plagiarism 

may result in disciplinary action (including expulsion from school) and legal prosecution. 

 
Quotations 

 All direct quotations begin and end with double quotation marks. Any phrase 

within the source material already using quotation marks begins and ends with single 

quotation marks. Italicize any material italicized in the source. All punctuation occurring 

at the same place as the end double or single quotation mark is placed inside the 

quotation mark (except dashes). This rule also pertains to note and bibliographic entries. 
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 Quotations 4 typed lines or longer are blocked by beginning 2 lines down from 

the rest of the text. Single-space the quotation with all lines indented 1 inch from the left 

margin (or 10 spaces if using the alternative indention system). If the first line of the 

blocked quotation is also the first line of a paragraph in the source text, the first line of 

the blocked quotation is indented an additional ! inch. When blocking a quotation, 

quotation marks are not used. Any phrase in the source material using quotation marks 

and occurring in the blocked quotation should begin and end with single quotation marks. 

At the end of the blocked quotation, continue the double-spaced text two lines down. 

 Quoted material must be followed immediately with the note number for the 

quote: at the end of a sentence, if possible. The note number has no space before it, and is 

raised ! line (superscript). When occurring at the same point as punctuation, the note 

number is placed immediately after the punctuation mark (except before dashes). 

 When there is an obvious mistake in quoted material, acknowledge the mistake 

with the Latin word sic in brackets ([sic]) inserted immediately after the mistake. Any 

mistake in the quoted text that is not immediately apparent may be corrected 

parenthetically. 

 

Ellipses 

 When the deletion of material occurs within a direct quotation, ellipsis points are 

used. Ellipses consist of three spaced periods ( . . . ). Always leave one space after the 

word preceding the ellipsis and one space before the word following the ellipsis. The 

periods of an ellipsis are never divided from one line to the next. When an ellipsis occurs 

at the end of a sentence, use four spaced periods and then two spaces between the last 
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period and the beginning of the next sentence. Ellipses are always contained within the 

quotation marks. 

 
Foreign Words 

 All foreign phraseology is italicized, including transliterations. Exceptions to this 

rule include: foreign words now anglicized, foreign words written in an alphabet other 

than English, a complete direct quotation in a foreign language with quotation marks 

already around it or having been blocked, and all titles, such as books or articles, typed 

exactly as they occur in the original work. Underlining may be used instead of italicizing. 

 
Notes 

 There are two basic types of notes: content and reference. These instructions 

address the typing of reference notes. For detailed instruction regarding content notes,  

consult Turabian. 

 There are two reference note systems that The KingÕs recognizes: footnote and 

endnote. The professor of a course may require one of these two styles in writing 

assigned papers. The professor should be consulted before beginning a paper. If the 

professor has no preference and will accept either type of note, then the student must 

decide, based upon the strengths and weaknesses of the two systems, which system is 

preferable for that specific assignment. Instructions are provided for using each system: 

footnotes below and endnotes in Chapter Three. Footnotes and endnotes use the same 

format within their text. 
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 Note numbers should occur immediately following the material they reference. 

The note number is an Arabic numeral beginning with 1 and increasing consecutively 

throughout the body of the text. If the body of the text has multiple chapters, then the 

note numbers begin over with every chapter. Most academic papers assigned at The 

KingÕs are short (less than twenty pages) and require only one numbering of notes. The 

note number will immediately follow any punctuation mark including a closing 

parenthesis. However, a note number will always precede a dash. The number requires no 

additional punctuation. The number can either be superscript, condensed and raised !  

space above the line of text, or normal sized and raised !  space above the text. Most 

word-processors will automatically raise the note above the text. The number must not be 

raised more than !  space above the line. Additionally, if it is not possible to raise the 

number, then a space should be left, and the number raised !  space using a typewriter 

with a similar font. Consistency is the key. The same method must be used throughout 

the paper. 

 Note numbers must have a corresponding footnote or endnote. Instructions are 

provided below for citing most works. If the type of citation you are looking for is not 

contained here, consult the course professor or Turabian. 

 
Components of a Reference Note 

 The following components generally make up a reference note. When these 

components are included in a note they appear in the order listed here. Not all elements 

will be applicable to every work, therefore, follow the specific directions that apply to the 

work you are citing. Specific examples for a number of instances begin on page 23. 
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Name of author(s), or editor(s) if no author 
Title (and subtitle) 
Editor, compiler, or translator 
Edition name or number (if other than the first) 
Series name (including volume and number) 
Place of publication 
Publisher name 
Publication date 
Page reference 

 A reference note will always begin with an indention. If the student uses the 

alternative indention system, then it must also be used here. Any lines that wrap back 

around to the left margin are not indented, but are single-spaced under the preceding line. 

 
Name of author(s) 

 The note number precedes the name of the author(s). In footnotes, no space is 

allowed between the note number and the author name. When the work cited is authored 

by one individual, the authorÕs name is typed using the normal convention of first-name, 

middle-name, and last-name. The name should appear as it exists on the title page. If the 

author uses initials and the authorÕs name is known, it is preferable to spell out the name. 

If no author can be established or the author wrote the book anonymously, then the author 

segment is skipped and the title of the book follows immediately after the note number. If 

the book has two authors use their full names and separate them with the word Òand.Ó If 

the book has three authors, list their full names separated by commas with the last two 

names separated by the word Òand.Ó If the work has more than three authors, begin with 

the full name of the first author listed on the bookÕs title page followed by Òand others.Ó 

Some books such as compilations and anthologies have no author but have editors. In this 

case, list the editor(s) as you would authors with Òed.Ó or Òeds.Ó for ÒeditorÓ or Òeditors,Ó 
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respectively, following the last listed editor’s name. Both a comma and a space 

immediately follow the name of the author or authors. A comma and a space will 

immediately follow the abbreviation “ed.” or “eds.,” if used. 

 

Title (and subtitle) 

 The title should be exactly as it is found on the book’s title page. Capitalize the 

title of the book using upper and lowercase letters. The name of the book must be 

italicized. Titles of chapters must be enclosed in quotations. Be sure any subheading in 

the title is indicated by separating it with a colon. A comma will follow the title unless 

the place of publication is the next item to follow. 

 

Editor, compiler, or translator 

 The title page of a work may list an editor, translator, and/or compiler in addition 

to the author. Use the full name of the individual(s) listed. The abbreviations “ed.,” 

“trans.,” and “comp.” stand for “edited by,” “translated by,” and “compiled by,” 

respectively. In the event that a work has an editor and translator then one would follow 

the other separated by commas. 

 

Edition name or number (if other than the first) 

 Works go through reprinting and revisions. Because revisions may alter the text 

or the placement of the text within a work, it is important that the proper edition be 

signified in a note. The edition information may be displayed on the title page but most 

frequently is found on the copyright page. The edition number should be followed by 

“ed.” which stands for edition. It is also important to indicate if the edition is revised or a 
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reprint. Sometimes an edition is named; in this case the name must precede the “ed.” 

designation. 

 

Series name (including volume and number) 

 Works may sometimes be published as part of a series. Usually the organization 

that publishes a series is responsible to publish materials that pertain to a particular 

discipline. This is not the same as a journal which differs in its submission, review, and 

editorial process. When citing a series, the name of the series is written in uppercase and 

lowercase letters without italics. A comma immediately follows the series name and the 

volume (issue) number is indicated with the abbreviation “no.” A comma should follow 

the actual volume number. 

 

Place of publication 

 The place of publication is the first of three elements that make up the publication 

information of a work. All three elements are enclosed in parenthesis. The place of 

publication can usually be found on the title page. If several cities are listed, cite the first 

one. If no place of publication is listed, use the abbreviation “n.p.,” which stands for “no 

place.” Either n.p. or the place of publication must be present for all books. If the place of 

publication lists a city that is not generally known, then list the state as well, using the 

two-letter postal code for the state. The place of publication is followed by a colon if the 

next item is the name of the publisher, otherwise use a comma. 
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Publisher’s name 

 The second part of publication information is the name of the publishing agency. 

The name of the publishing agency is written exactly as it appears on the title page of the 

text (making careful note of capitalization and punctuation marks). However, the name of 

the publisher may be shortened according to Turabian guidelines. A comma immediately 

follows the publisher’s name. If no publisher is listed, then the abbreviation “n.p.” for “no 

publisher” is acceptable.  

 

Publication date 

 The last segment of the publication information is the date (year) of publication. 

Use the copyright date. In the event that several copyright dates appear, use the most 

current one. If no date is given for copyright, use the printing date. If no date is given for 

the printing date, then the abbreviation “n.d.” for “no date” should appear. No 

punctuation follows the date except the closing parenthesis. A comma then a space 

immediately follows the closing parenthesis. 

 

Page reference 

 The last element in a note is the page reference. The page that is being cited 

should be the page referenced, whether in Arabic or Roman numerals. The abbreviations 

“p.” and “pp.” are acceptable only if the page number is confused without their presence. 

Inclusive numbers should be used for information cited from several pages. If citing from 

the whole article which begins at the front of the publication and continues in the back of 

the publication, instead of using inclusive numbers, cite only the page number on which 
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the article begins. The note concludes with a period that is placed immediately after the 

page reference. 

 

Books 
 

Books with one author/editor 

 
1
Matthew T. Dickerson, Following Gandalf: Epic Battles and Moral Victory in 

ÒThe Lord of the RingsÓ (Grand Rapids: Brazos Press, 2003), 147. 

 

In the above example there is a title within a title, and, as such, it is placed within 

quotation marks. Though the author may have a Ph.D., the degree is not reflected in the 

note. 

 

 
2
William A. Dembski, ed., Mere Creation: Science, Faith, and Intelligent Design 

(Downers Grove, IL: InterVarsity Press, 1998), 265. 

 

In the above example, “ed.” represents the abbreviation of “editor.” This is an important 

note, since “ed.” can also represent “edition,” and in notes “edited by.” Though the editor 

may have a Ph.D., the degree is not reflected in the note. 

 

 

Books with two author/editors 

 

 
1
Charles H. Kraft and David M. DeBord, The Rules of Engagement: 

Understanding the Principles that Govern the Spiritual Battles in Our Lives (Colorado 

Springs: Wagner Publications, 2000), 7. 

 

Though each author may have a Ph.D., the degree is not reflected in the note. 

  

 
2
James R. Goff Jr. and Grant Wacker, eds., Portraits of a Generation: Early 

Pentecostal Leaders (Fayetteville: University of Arkansas Press, 2002), 27. 

 

Note in these two examples that there is not a comma separating the two author’s/editors. 

This will not be the case in the bibliographic entry. Also note that in this example there is 

no comma separating “Jr.” from “Goff.” Though each author may have a Ph.D., the 

degree is not reflected in the note. The publisher’s name was shortened from “The 

University of Arkansas Press” pursuant to Turabian. 
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Books with three authors/editors 
 
 1William W. Klein, Craig L. Blomberg, and Robert L. Hubbard Jr., Introduction 

to Biblical Interpretation (Nashville: Thomas Nelson Publishers, 1993), 49. 
 
Note in this example that there is no comma separating ÒJr.Ó from ÒHubbard.Ó Though 
each author may have a Ph.D., the degree is not reflected in the note. 
 
 2V. Phillips Long, David W. Baker, and Gordon J. Wenham, eds., Windows into 

Old Testament History: Evidence, Argument, and the Crisis of “Biblical Israel” (Grand 
Rapids: William B. Eerdmans, 2002), 111. 
 
In the above example, Òeds.Ó represents the abbreviation of Òeditors.Ó Though each editor 
may have a Ph.D., the degree is not reflected in the note. The publisherÕs name was 
shortened from ÒWilliam B. Eerdmans Publishing Co.Ó pursuant to Turabian. 
 
 
Books with more than three authors/editors 
 

1Eldin Villafa–e and others, Transforming the City: Reframing Education for 

Urban Ministry (Grand Rapids: William B. Eerdmans, 2002), 75. 
 

This example greatly contrasts with its bibliographic entry, since all names are listed in 
the bibliography. Note also that there is no comma separating ÒVillafa–eÓ from Òand 
others.Ó Though each author may have a Ph.D., the degree is not reflected in the note. 
 
 2Moe Howard and others, eds., A Lifetime of Humor at the Risk of Sustaining 

Permanent Cephalic Injury (Hollywood: MGM Publications, 1950), 125. 
 
Though each author may have a Ph.D. (most unlikely in this instance), the degree is not 
reflected in the note. This example greatly contrasts with its bibliographic entry, since all 
names are listed in the bibliography. Note also that there is no comma separating 
ÒHowardÓ from Òand others.Ó 
 
 
Book translated by another 
 
 1Martin Luther, Christian Liberty, trans. W. A. Lambert (Philadelphia: Fortress 
Press, 1978), 29. 
 
The term Òtrans.Ó represents an abbreviation of the phrase Òtranslated by.Ó Though each 
author or translator may have a Ph.D., the degree is not reflected in the note. 
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Component part by one author in book edited by another 

 

 
1
Jeannette Storms, “Carrie Judd Montgomery: The Little General,” in Portraits of 

a Generation: Early Pentecostal Leaders, ed. James R. Goff Jr. and Grant Wacker 

(Fayetteville: University of Arkansas Press, 2002), 279. 

 

Note once again, in this example, there is no comma separating “Jr.” from “Goff.” The 

abbreviation “ed.” in this example represents the phrase “edited by.” Though each author 

or editor may have a Ph.D., the degree is not reflected in the note. 

 

 

Book in series (no series editor) 

 
 1

William L. Westermann, The Slave Systems of Greek and Roman Antiquity, 

Memoirs of the American Philosophical Society, no. 40 (Philadelphia: American 

Philosophical Society, 1955), 47. 

 

There may be a source that does not give the volume number within the series, in which 

case you merely leave this element out. In the above example, to leave out the volume 

number, 40, you would have “. . . the American Philosophical Society (Philadelphia: 

American . . . .”  Though the author may have a Ph.D., the degree is not reflected in the 

note. 

 

 

Book in series (series editor expressed) 

 

 
1
A. Geoffrey Woodhead, The Study of Greek Inscriptions, 2d ed., Oklahoma 

Series in Classical Culture, ed. A. J. Heisserer, no. 16 (Norman: University of Oklahoma 

Press, 1992), 84. 

 

 
2
Jonathan D. Huntzinger, John, Spirit-Filled Life New Testament Commentary 

Series, ed. Jack W. Hayford and David P. Seemuth, no. 4 (Nashville: Thomas Nelson, 

2005), 59. 

 

In an earlier example (Books with one author/editor) “ed.” is placed before the name of 

the book and after the name of the editor, in which case “ed.” represents the abbreviation 

of “editor.” In these examples (and others) “ed.” represents an abbreviation of either 

“edition,” or “edited by.” In the Woodhead example above, the first “ed.” represents 

“edition,” and the second represents “edited by.” Also in the Huntzinger example “ed.” 

represents “edited by.” Thus it is important to remember that “ed.,” depending upon its 

placement, can represent any one of the three aforementioned terms. This should help 

you when trying to determine whether to use “eds.,” which means “editors” only. Thus 

you would not have “eds.” in the following position in the Huntzinger example: “. . . 

Commentary Series, ed. Jack W. Hayford and David P. Seemuth,” because the phrase 
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“edited by” goes here. Note in this example that second (edition) is abbreviated 2d, not 

2
nd

 or 2nd. Though each author or editor may have a Ph.D., the degree is not reflected in 

the note. 

 

 

Book with subsequent revision or edition 

 

 
1
Gordon D. Fee and Douglas Stuart, How to Read the Bible for All Its Worth, 3d 

ed. (Grand Rapids: Zonderan, 2003), 94. 

 

Note in this example that third (edition) is abbreviated 3d, not 3
rd

 or 3rd. Though each 

author may have a Ph.D., the degree is not reflected in the note. This particular edition is 

numbered. Some subsequent editions, however, may indicate that it is “revised” or 

“enlarged.” You would abbreviate these thus: “rev. ed.” and “enl. ed.” 

 

 

Book wherein author is quoting another 

 

 
1
N. T. Wright, The Climax of the Covenant: Christ and the Law in Pauline 

Theology (Edinburgh: T & T Clark, 1991), 109-110, 118; quoted in C. Marvin Pate, 

Communities of the Last Days: The Dead Sea Scrolls, the New Testament and the Story of 
Israel (Downers Grove, IL: InterVarsity Press, 2000), 188. 

 

Here, in fact, you have two full footnotes in one. Note the extremely significant phrase, 

“quoted in,” for such a citation. Thus it is Pate who quotes Wright. Though each author 

may have a Ph.D., the degree is not reflected in the note. 

 

 

Musical Scores 
 

 
1
Wolfgang Amadeus Mozart, Sonatas and Fantasies for the Piano, prepared from 

the autographs and earliest printed sources by Nathan Broder, rev. ed. (Bryn Mawr, PA: 

Theodore Presser, 1960). 

 

 

Unpublished Works 
 

Unpublished works consist of such things as doctoral-level theses, dissertations, or 

projects. 

 

 
1
Scott G. Bauer, “Mission for a Multitude: A Strategy for Mobilizing One 

Thousand People for Mass Evangelism” (D.Min. Proj., Oral Roberts University, 1995), 

98. 
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This particular work is a Doctor of Ministry project. At The KingÕs College and 
Seminary, as well as at many other seminaries, such a work is referred to as a Òproject.Ó 
Hence the term in abbreviated form is Òproj.Ó 
 
 2Paul G. Chappell, ÒThe Divine Healing Movement in AmericaÓ (Ph.D. diss., 
Drew University, 1983), 49. 
 
This particular work is a Doctor of Philosophy dissertation. The phrase ÒDoctor of 
PhilosophyÓ normally is abbreviated ÒPh.D.,Ó but if you happen to be citing a Doctor of 
Philosophy dissertation from the University of Oxford, that abbreviation instead will be 
ÒD.Phil.Ó For other degree abbreviations, see Turabian. The title page of the dissertation 
will show the degree. 
 
 
Bibles 

 Bible references are seldom footnoted. When referring to a particular verse or set 

of verses, the reference is usually located in the text. There are three major methods to 

document Bible references. First, acknowledge the reference in the text. For example: 

John 3:16 forthrightly states that ÒGod so loved the . . . .Ó  Notice that the Bible book 

reference is always spelled out completely when used in the text. The method of using 

Arabic numerals for the reference and Arabic numerals for multiple books of the same 

title should be followed.  Acceptable manners of writing the books and their 

abbreviations may be found on page 14 of this manual. Lastly, never write out the 

numerals, e.g., First Peter Two, One. Nor would you write, ÒIn the third chapter of John, 

verse sixteen.Ó In this case write, Òin John 3:16.Ó 

 Another acceptable method for citing Bible verses is to acknowledge the Bible 

reference at the end of a quotation or the end of the presentation of the biblical thought 

expressed. This acknowledgment is in parenthesis, the Bible Book is abbreviated (note in 
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this case the correct abbreviation of John is John), and the parenthesis is within the 

sentence. Example: The Word declares, ÒJesus WeptÓ (John 11:35). 

 Where a significant multiple reference is given, that is, four or more Bible 

references, then the writer may choose to place the reference in the notes. Study notes or 

commentary within a Bible may also be footnoted. 

 1ÒIntroduction to ÔLuke,ÕÓ in The NIV Study Bible, ed. Kenneth Barker and others 
(Grand Rapids: Zondervan, 1985), 1533. 
 
This is a citation of an introduction to a specific book in a study Bible. If there were an 
author to the introduction, it would precede the title information, in this case, 
ÒIntroduction to ÔLuke.ÕÓ For example, ÒJohn Doe, ÔIntroduction to . . . .ÕÓ 
 
 2Loyd John Ogilvie, ÒKingdom Dynamics: Ecclesiastes 4: 9-12, The Strength of 
ChristÕs Unity,Ó in the New Spirit Filled Life Bible, ed. Jack W. Hayford and others 
(Nashville: Thomas Nelson Bibles, 2002), 850. 
 
This is an example of an intertextual article. 
 
When citing a footnote in a study Bible, a parenthetical reference is sufficient. It would 
look like this (John 1:1, footnote in The NIV Study Bible). 
 
 
Periodicals 
 
The term ÒperiodicalsÓ is a generic term referring to things that are published 
Òperiodically.Ó Thus (and the order of examples below will follow these) journals, 
magazines, newspapers, and so forth, are considered periodicals, since they come out 
daily, weekly, monthly, quarterly, or otherwise. 
 
 1David A. Dorman, ÒThe Purpose of Empowerment in the Christian Life,Ó 
Pneuma: The Journal of the Society for Pentecostal Studies 7, no. 2 (Fall 1985): 152. 
 
This example is for a journal. Here, both the volume number, Ò7,Ó and the particular issue 
of that volume, Òno. 1,Ó are given. If the season, here ÒFall,Ó is not given, do not put one 
in. Though the author may have a Ph.D., the degree is not reflected in the note. 
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 2John Wilson, ÒManipulating the Linguistic Code,Ó Christianity Today,  
October 1, 2001, 51. 
 
This example is for a magazine. Note the difference in handling of the date between the 
two examples. Even if volume and issue numbers are given, for weekly or monthly 
magazines in most cases cite by date only. Though the author may have a Ph.D., the 
degree is not reflected in the note. 
 
 3Elesha Coffman, ÒDid You Know?Ó Christian History, no. 67, 2000, 2. 
 
This is an example of a magazine that only gives issue numbers and the year of 
publication. In this case, the issue number is Ò67.Ó Though the author may have a Ph.D., 
the degree is not reflected in the note. 
 
 4Ron Kampeas, ÒIsrael Playing Waiting Game,Ó Daily News, October 9, 2000, 
1A, 1. 
 
This is an example of a newspaper. For those Sunday editions with multiple sections, this 
example will give good direction, since it gives the section number, Ò1AÓ and page 
number, Ò1.Ó However, typically only the author, article title, name of paper, and the date 
are sufficient, and so Ò1A, 1Ó would be left out if this were to be an example for a weekly 
newspaper. Though the author may have a Ph.D., the degree is not reflected in the note. 
 
 
Electronic Materials 

 The proliferation of information available to the modern day researcher is 

staggering. Nowhere is that more true than on the Internet. Because of the tremendous 

resources available, a way of citing Internet related materials is needed. The following 

should provide the student with a general guide to citing most electronic documents. 

When a reference does not fit into one of the following categories and is not adaptable to 

one of the forms discussed below, the student should consult The Columbia Guide to 

Online Style, which is the basis of ÒThe KingÕs College and SeminaryÕs style regarding 

the following material. 
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World Wide Web [WWW] 
 
 1Paris Reidhead, ÒTen Shekels and a Shirt,Ó Sermon Index, 2002-2004, 
http://www.sermonindex.net/modules/articles/index.php?view=article&aid=2067 
(August 18, 2004). 
 
This is an example of an article on the WWW. ÒSermon IndexÓ is the name of the Web 
site. The dates, 2002-2004, are the date of publication. There is normally a single date. 
This particular article listed no other date of publication, so the date ascribed to the web 
site itself is included. The web address is for the article itself, and the date in parentheses 
is the date of access. It is acceptable to copy and paste the Web address from the URL 
(Uniform Resource Locator) window into the note, but be sure to remove the hyperlink to 
the address once it is in the note. The URL window is that window within a browser 
where the Web address is located. To remove a hyperlink in Microsofẗ  Office Word 
2003, place the mouseÕs ÒarrowÓ over the hyperlink, which should be blue and 
underlined, and right-click. In the menu that opens, place the mouse arrow over the word 
ÒRemove HyperlinkÓ and left-click. No degree is given. 
 
 
Email 
 
 2John-Paul Wilson, ÒRe: Smooth breath mark,Ó personal email (March 10, 2003). 
 
In email notes cite the name of the author of the email as it is shown either in the 
Òsignature blockÓ of the message (primary) or the ÒFromÓ line of the message (second-
ary). If there is no name leave this element blank. In the above example the authorÕs 
name appears in the Òsignature block.Ó The ÒtitleÓ of an email comes from the subject 
line. Following the title, give the phrase, Òpersonal emailÓ instead of the actual address. 
The date in parentheses is the date the author sent the message. No degree is given. 
 
 
Discussion lists 
 
 3Bill Moore, ÒBeginning Greek Texts,Ó August 4, 2004, B-Greek, 
http://www.ibiblio.org/bgreek/ (August 19, 2004). 
 
For discussion lists cite the author of the message, the title as found in the subject line, if 
the date of the message is different from the date of access, place the date of the message 
here, next is the name of the discussion list, followed by the address of the list, and 
finally the date of your access to the message, in parentheses. No degree is given. 
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Newsgroups 

 

 
4
Thomas Bushnell, “Re: Plato’s Apology,” July 26, 2004, humanities.classics, 

http://groups.google.com/groups?hl=en&lr=&ie=UTF-8&group=humanities.classics 

(August 19, 2004). 

 

There is no difference, generally speaking, between newsgroups, email notes, and 

discussion list notes. The first element is the author of the message, second is the title 

which is taken from the subject line, third is the date of the message if different from the 

date of access, fourth is the name of the newsgroup, fifth is the address of the group, and 

lastly is the date of access to the message. No degree is given. 

 

 

CDROM 

 

 
5
Gerhard Kittel and Gerhard Friedrich, Theological Dictionary of the New 

Testament, reproduced in Logos Bible Software [CD-ROM] (Grand Rapids: Eerdmans, 

1985). 

 

This is one example of how to cite a book within well-known Bible software. Note that 

the publication data is for the Theological Dictionary of the New Testament, and not for 

the Bible software. Also note that the date of access is not included for this type 

publication. 

 

 

Non-print Materials 

 Resources for research are not always of the print variety. Audio recording, video 

recordings, lectures, works of art, and interviews represent the kinds of non-print material 

that can be referenced in a paper. 

 

Audio recordings 

 

 
1
Steven Curtis Chapman, Free, Sparrow, 6, 1996, CD. 

 

Given here are the person responsible for the content (the “author”), the title of the work 

italicized, the recording company, the track number, the year of production, and the 

format of the work. No degree is given. 

 

 
2
Johann Sebastian Bach, The Goldberg Variations, Glenn Gould, CBS IM 37779. 
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Video recordings 
 
 2Roland JoffŽ, dir., The Mission (Glendale, CA: Warner Home Video, 2003), 
DVD. 
 
In the author position above goes such names as producer or director, next is the title of 
the video recording, publication information in parentheses, and the format. No degree is 
given. 
 
 
Speeches, lectures, sermons, and papers read 
 
 3Don Brubaker, ÒOut of Darkness into the Light,Ó Vinita Ministerial Alliance 
Lectures (sermon presented at the Vinita Summer Tent Revival, Vinita, Oklahoma, 
July 5, 1998), The KingÕs College and Seminary, Van Nuys, CA. 
 
Whether it is a speech, lecture, sermon, or paper read at a conference, the format will 
follow the above example. The above example happens to be a sermon that was within a 
series of sermons, hence the additional phrase, ÒVinita Ministerial Alliance Lectures.Ó If 
the lecture, etc., is not a part of a series, leave this part out. If there is no series, the title 
will end only with an end quote and no punctuation. Thus the above would have read,  
ÒÔ. . . into the LightÕ (sermon presented at . . . .Ó  No degree is given. 
 
 
Works of art 
 
 4Leonardo DaVinci, The Mona Lisa, oil on canvas, 1503, The Louvre, Paris. 
 
This is an example of a note citing a work of art. No degree is given. 
 
 
Interviews 
 
 5Tracey R. Lane, interview by author, January 17, 1998, tape recording, The 
Assemblies of God Theological Seminary, Springfield, Missouri. 
 
Interviews need only contain the name of the interviewee; the phrase, Òinterview by 
[ÔauthorÕ if the author of the paper is the interviewer, or if not, Ôthe interviewerÕs nameÕ],Ó 
date of the interview, format of the interview, and place of interview. No degree is given. 
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Subsequent Entries 

 There will be ties when you need to cite a source more than once in a paper. You 

may cite the source two or more times in succession or you may cite it later on in the 

paper, having cited others in between the first citation and its subsequent citations. If you 

cite a source immediately following another citation of that same source, you need not 

recreate the note of that immediately preceding entry. The term traditionally used and 

which refers to such immediately preceding entries is “Ibid.” “Ibid.” is the abbreviation 

for the Latin word “ibidem,” which means “in the same place.” Capitalize but do not 

italicize the abbreviation. Thus, when you use “Ibid.” you are telling the reader that the 

citation is from the same source, that is, from the immediately preceding entry in the 

note. For example: 

 
6
V. Phillips Long, David W. Baker, and Gordon J. Wenham, eds., Windows into 

Old Testament History: Evidence, Argument, and the Crisis of “Biblical Israel” (Grand 

Rapids: William B. Eerdmans, 2002), 111. 

 

 
7
Ibid., 248. 

 

 In this example of a subsequent entry the author is telling the reader that the 

information indicated in note seven is the same as that in note six; only the page number 

is different. If the information being cited comes from the same page of the source 

previously cited, the page number is left out, in which case only “Ibid.” is used. Look 

closely at the order of the above example: Ibid – period – comma – space – page number. 
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 When you need to cite a previously cited source but there are other intervening 

sources, you need only give a minimal amount of information. Let us take the above 

example. The only necessary elements are the author(s)/editor(s) and the page number. 

For example: 

 6V. Phillips Long, David W. Baker, and Gordon J. Wenham, eds., Windows into 
Old Testament History: Evidence, Argument, and the Crisis of ÒBiblical IsraelÓ (Grand 
Rapids: William B. Eerdmans, 2002), 111. 
 
 7Ibid., 248. 
 
 8Eldin Villafa–e and others, Transforming the City: Reframing Education for 
Urban Ministry (Grand Rapids: William B. Eerdmans, 2002), 75. 
 
 9Long, Baker, Wenham, 297. 
 
In this last example, note nine, there are multiple editors and no other source being cited 
that they have written or edited. Thus, their last names and the page number are all that is 
necessary. 
 
 
 



 
 

 
 
 
 

CHAPTER THREE  
 

THE REFERENCE MATERIALS  
 
 

Descriptions 

 The reference materials section is the name given all the materials that follow the 

actual text of a document. The following order of pages reflects the order in which the 

pages must be presented. Although it is not necessary to include all of these pages in a 

given paper (appendix and glossary are not normally included in short papersÑ check 

with the course professor), when these pages are used, they must appear ordered in the 

following manner: 

Appendix 
Glossary 
Endnotes 
Bibliography 
 
 

Appendix 

 The appendix, when included in a paper, is always the first section of the 

reference materials and it contains a group of related materials. Different groups of 

related materials belong in separate appendixes. When there is only one appendix in a 

paper, that appendix does not require a specific title. Such an appendix would be 

designated Appendix. When more than one appendix is used, each appendix is labeled 

consecutively with the next corresponding numeral or letter (e.g., Appendix One, 

Appendix Two, etc.). Also, when there are several appendixes each appendix is required 
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to have a specific descriptive title, which will be double-spaced below the appendix 

designation. Both the appendix designation and the appendix title must be centered 

between the margins and in all caps. Type the appendix designation on line 13. Like a 

chapter title page, a page number is not shown on the first page of an appendix. However, 

it is counted and page numbers again appear on the following page if the following page 

is not a title page. A sample appendix can be found with the other sample pages in 

Appendix Three. 

 

Glossary 

 When a paper uses foreign words or words which are technical in nature and these 

words would not be known by the reader, it may be necessary to include a glossary. The 

glossary, if included, must immediately follow the last appendix, if any. The terms in the 

glossary are listed alphabetically with the term being capitalized and against the left 

margin. A period immediately follows the word with a two space indention before 

explanation is given. The first word of the explanation is capitalized with a period ending 

the explanation. The only exception to this rule is when all the explanations are either 

single words or consist of only phrases. Explanations longer than a single line are single-

spaced and have a hanging indentation.  A double-space separates terms. An example is 

provided in Appendix Three. 

 

Endnotes 

 Endnotes are simply notes placed at the end of a paper rather than at the bottom of 

a page. Both endnotes and footnotes follow the format described in the Notes section in 
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Chapter Two, except as otherwise stated in this section. Like footnotes, endnotes are 

numbered consecutively throughout a paper except when a paper is lengthy and divided 

into multiple chapters. In that case, the notes begin again with Ò1Ó and increase 

consecutively throughout each chapter. The actual endnote page that is located in the 

reference materials is titled, ÒNOTES.Ó The title is typed on line 13 followed by a triple-

space and then the chapter designation on the left margin (two blank lines left between 

the title and the chapter designation). If there is only one chapter or if this is a short paper 

and no chapter designation is used, the first line of the first note begins a quadruple space 

below the title (three blank lines between the title and the first line of the first note). The 

only difference between the footnote and the endnote is that on the notes page, the note 

number is full-sized (12-point type) with a period and two spaces before the text of the 

note begins and the 10-point type footnote alternative may not be used in the endnote.  

Endnote designations in the body of the text remain superscript. An example of the first 

page titled ÒNotesÓ with a chapter designation is provided in Appendix Three.  An 

example of a full set of notes, without chapter designation, is also provided. 

 
Bibliography 

 The bibliography section of the reference materials is usually the last section of a 

paper, unless there is an index. Bibliographic entries are single-spaced with a blank line 

separating the entries. Each line begins flush with the left margin with each run-over line 

being indented. Bibliographic entries are presented in alphabetical order by the authorÕs 

last names. For this reason, the authorÕs names are inverted with the last name, first and 

middle names following. If a work has multiple authors, then the first authorÕs name must 
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be inverted with subsequent names in normal order. The bibliographic entry is similar to 

the footnote. However, the division of the segments as outlined by this manual is no 

longer done with commas or parentheses, but with periods. Notice that only one space 

follows the periods within the entry. The only exception is that parentheses are still used 

with periodicals. Page numbers are not necessary unless referring to an article in a 

periodical or a specific chapter or section of a book. 

 Multiple entries by the same author have an eight space underline terminating in a 

period in place of the authorÕs name when the author is the sole author. When an authorÕs 

book is listed along with a work with other authors, the book solely authored is listed 

fi rst. Books without author begin with the editor, compiler, or translator. If no author, 

editor, compiler, or translator is indicated, then the bibliographic entry begins with the 

title of the book and is placed in the bibliographic list by alphabetical order based on the 

first word of the title. 

 The title of the bibliography page is placed on line 13. No page numbers are 

shown on the first page of a bibliography although the page is counted. The page 

numbers begin showing on the next consecutive page. If the bibliographic entries are not 

categorized, the title is followed by a quadruple-space and then the first entry begins 

along the left margin (three blank lines between the title and the first line of the first 

entry). If the bibliographic entries are categorized, the title is followed by a triple-space 

and then the first-level subheading denoting the first category (two blank lines between 

the title and the category subheading). An example of a categorized bibliography is 

provided in Appendix Three. 
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Bibliographic Entries 

 A bibliography is a collection of all sources that have been consulted and/or used 

throughout the paper. Bibliographic entries differ from notes, as stated above, in several 

respects. Recall that, generally speaking, 1) bibliographic entries incorporate periods 

instead of commas; 2) bibliographic entries do not use parentheses to enclose publication 

information as do notes; and 3) bibliographic entries reverse (invert) the order of the 

name of the (first) author. Where a note has ÒScott G. Bauer,Ó the bibliographic entry has 

ÒBauer, Scott G.Ó Any subsequent authors in the bibliographic entry will have their 

names reading: first name first and last name last. And finally, the first line of a note is 

indented (a hanging indentation), whereas the second and following line(s) of a 

bibliographic entry are indented. Following are examples of bibliographic entries, using 

the same sources as were used in the examples for notes. 

 
Books 
 
Books with one author/editor 
 
Dickerson, Matthew T. Following Gandalf: Epic Battles and Moral Victory in ÒThe Lord 

of the Rings.Ó Grand Rapids: Brazos Press, 2003. 
 
In the above example there is a title within a title, and, as such, it is placed within 
quotation marks. Though the author may have a Ph.D., degrees are not reflected. 
 
Dembski, William A., ed. Mere Creation: Science, Faith, and Intelligent Design. 

Downers Grove, IL: InterVarsity Press, 1998. 
 
In the above example, Òed.Ó represents the abbreviation of Òeditor.Ó This is an important 
note, since Òed.Ó can also represent Òedition,Ó and in notes, Òedited by.Ó Though the 
editor may have a Ph.D., degrees are not reflected. 
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Books with two authors/editors 
 
Kraft, Charles H., and David M. DeBord. The Rules of Engagement: Understanding the 

Principles that Govern the Spiritual Battles in Our Lives. Colorado Springs: 
Wagner Publications, 2000. 

 
Though each author may have a Ph.D., degrees are not reflected. 
 
Goff, James R. Jr., and Grant Wacker, eds. Portraits of a Generation: Early Pentecostal 

Leaders. Fayetteville: University of Arkansas Press, 2002. 
 
Note in this example that there is no comma separating ÒJr.Ó from ÒJames R.Ó Note in 
these two examples that there is a comma separating the two author/editors. This is not 
the case in the note entry. The Òeds.Ó stands for Òeditors.Ó Though each editor may have a 
Ph.D., degrees are not reflected. The publisherÕs name was shortened from ÒThe 
University of Arkansas PressÓ pursuant to Turabian. 
 
 
Books with three author/editors 
 
Klein, William W., Craig L. Blomberg, and Robert L. Hubbard Jr. Introduction to 

Biblical Interpretation. Nashville: Thomas Nelson Publishers, 1993. 
 
Note in this example that there is no comma separating ÒJr.Ó from ÒHubbard.Ó Though 
each author may have a Ph.D., degrees are not reflected. 
 
Long, V. Phillips, David W. Baker, and Gordon J. Wenham, eds. Windows into Old 

Testament History: Evidence, Argument, and the Crisis of “Biblical Israel.” 
Grand Rapids: William B. Eerdmans, 2002. 

 
In the above example, Òeds.Ó represents the abbreviation of Òeditors.Ó Though each editor 
may have a Ph.D., degrees are not reflected. The publisherÕs name was shortened from 
William B. Eerdmans Publishing Co. pursuant to Turabian. 
 
 
Books with more than three authors/editors 
 
Villafa–e, Eldin, Bruce W. Jackson, Robert A. Evans, and Alice Frazer Evans. 

Transforming the City: Reframing Education for Urban Ministry. Grand Rapids: 
William B. Eerdmans, 2002. 

 
This example will greatly contrast its note entry where only the first name is listed along 
with the phrase Òand others.Ó Though each author may have a Ph.D., degrees are not 
reflected. The publisherÕs name was shortened from William B. Eerdmans Publishing Co.  



 

 

41 

 

Howard, Moe, Shemp Howard, Larry Fine, Curly Howard, Joe Besser, Curly Joe DeRita, 

and Emil Sitka, eds. A Lifetime of Humor at the Risk of Sustaining Permanent 
Cephalic Injury. Hollywood: MGM Publications, 1950. 

 

Though each editor may have a Ph.D. (most unlikely in this instance), degrees are not 

reflected. 

 

 

Book translated by another 

 

Luther, Martin. Christian Liberty. Translated by W. A. Lambert. Philadelphia: Fortress 

Press, 1978. 

 

In bibliographic entries, the phrases “compiled by,” “edited by,” and “translated by” are 

spelled out, as opposed to in notes where they are abbreviated. Consequently, in this 

bibliography entry, the phrase “translated by” is spelled out, as opposed to the note in 

which it is abbreviated “trans.”  Though each author or translator may have a Ph.D., 

degrees are not reflected. 

 

 

Component part by one author in book edited by another 

 

Storms, Jeannette. “Carrie Judd Montgomery: The Little General.” In Portraits of a 
Generation: Early Pentecostal Leaders, edited by James R. Goff Jr. and Grant 

Wacker, 271-288. Fayetteville: University of Arkansas Press, 2002. 

 

In bibliographic entries, the phrases “compiled by, edited by, and translated by” are 

spelled out, as opposed to in notes where they are abbreviated. Consequently, in this 

bibliography entry, the phrase “edited by” is spelled out, as opposed to the note in which 

it is abbreviated “ed.” Note once again, there is no comma separating “Jr.” from “Goff.” 

Though each author or editor may have a Ph.D., degrees are not reflected. Also note the 

placement of the extent of Dr. Storm’s article, “271-288.” 

 

 

Book in series (no series editor) 

 

Westermann, William L. The Slave Systems of Greek and Roman Antiquity. Memoirs of 

the American Philosophical Society, no. 40. Philadelphia: American 

Philosophical Society, 1955. 
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There may be a source that does not give the volume number within the series, in which 

case you merely leave this element out. In the above example, to leave out the volume 

number, 40, you would have, “. . . The American Philosophical Society. Philadelphia: 

American . . . .”  Though the author may have a Ph.D., degrees are not reflected. 

 

 

Book in series (series editor expressed) 

 

Woodhead, A. Geoffrey. The Study of Greek Inscriptions, 2d ed. Oklahoma Series in 

Classical Culture, edited by A. J. Heisserer, no. 16. Norman: University of 

Oklahoma Press, 1992. 

 

Huntzinger, Jonathan D. John. Spirit-filled Life New Testament Commentary Series, 

edited by Jack W. Hayford and David P. Seemuth, no. 4. Nashville: Thomas 

Nelson, 2005. 

 

In other examples “ed.” represents an abbreviation of “editor,” “edition,” or in notes, 

“edited by.” In this example it represents only “edition.” Note that “edited by” is spelled 

out in bibliographic entries as shown in these examples. Note in the Woodhead example 

that “second” (edition) is abbreviated 2d, not 2
nd

 or 2nd. Also in the Woodhead example, 

the “ed.” represents “edition,” and “edited by” is not abbreviated as in the note. In the 

Huntzinger example, “edited by” is not abbreviated as in the note. Though each author or 

editor may have a Ph.D., degrees are not reflected. 

 

 

Book with subsequent revision or edition 

 

Fee, Gordon D., and Douglas Stuart. How to Read the Bible for All Its Worth. 3d ed. 

Grand Rapids: Zondervan, 2003. 

 

Note in this example that “third” (edition) is abbreviated 3d, not 3
rd

 or 3rd. Though each 

author may have a Ph.D., degrees are not reflected. This particular edition is numbered. 

Some subsequent editions, however, may indicate that it is “revised” or “enlarged.” You 

would abbreviate these thus: “rev.” and “enl.” Such an abbreviation would be capitalized 

in this case, as it is after a period. 

 

 

Book wherein author is quoting another 

 

Wright, N. T. The Climax of the Covenant: Christ and the Law in Pauline Theology. 

Edinburgh: T & T Clark, 1991, 109-110, 118. Quoted in C. Marvin Pate, 

Communities of the Last Days: The Dead Sea Scrolls, the New Testament and the 

Story of Israel. Downers Grove, IL: InterVarsity Press, 2000. 
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Here, in fact, you have two full bibliographic entries in one. Note the extremely 
significant phrase, ÒQuoted in,Ó for such a citation. Thus it is Pate who quotes Wright. 
Note that a comma follows the authorÕs name in the Òquoted inÓ citation rather than a 
period. Though each author may have a Ph.D., degrees are not reflected. 
 
 
Musical Scores 
 
Mozart, Wolfgang Amadeus. Sonatas and Fantasies for the Piano. Prepared from the 

autographs and earliest printed sources by Nathan Broder. Rev. ed. Bryn Mawr, 
PA: Theodore Presser, 1960. 

 
Note that ÒRev.Ó for ÒRevisedÓ is capitalized as it follows a sentence period. 
 
 
Unpublished Works 
 
Unpublished works consist of such things as doctoral-level theses, dissertations, or 
projects. 
 
Bauer, Scott G. ÒMission for a Multitude: A Strategy for Mobilizing One Thousand 

People for Mass Evangelism.Ó D.Min. proj., Oral Roberts University, 1995. 
 
This particular work is a Doctor of Ministry project. At The KingÕs College and 
Seminary, as well as at many other seminaries, such a work is referred to as a Òproject.Ó 
Hence the term in abbreviated form, Òproj.Ó 
 
Chappell, Paul G. ÒThe Divine Healing Movement in America.Ó Ph.D. diss., Drew 

University, 1983. 
 
This particular work is a Doctor of Philosophy dissertation. The phrase ÒDoctor of 
PhilosophyÓ normally is abbreviated ÒPh.D.,Ó but if you are citing a Doctor of Philosophy 
dissertation from the University of Oxford, that abbreviation instead will be ÒD.Phil.Ó For 
other degree abbreviations, see Turabian. The title page of the dissertation will show the 
degree. 
 
 
Bibles 
 
Introductions to specific books 
 
ÒIntroduction to ÔLuke.ÕÓ In The NIV Study Bible, edited by Kenneth Barker, Donald 

Burdick, John Stek, Walter Wessel, and Ronald Youngblood, 1533. Grand 
Rapids: Zondervan, 1985. 
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If there were an author given for the ÒIntroduction to ÔLuke,ÕÓ the authorÕs last name 
would begin the entry as shown in ÒIntertextual articlesÓ immediately below. No degree 
is given. 
 
 
Intertextual articles 
 
Ogilvie, Loyd John. ÒKingdom Dynamics: Ecclesiastes 4:9-12, The Strength of ChristÕs 

Unity.Ó In the New Spirit Filled Life Bible, edited by Jack W. Hayford, Paul G. 
Chappell, Kenneth C. Ulmer, Judy Brown, Roy Hayden, Jonathan David 
Huntzinger, and Gary Mastdorf, 850. Nashville: Thomas Nelson Bibles, 2002. 

 
This citation is treated exactly like those under the above subheading, ÒComponent part 
by one author in book edited by another.Ó No degree is given. 
 
 
Periodicals 
 
The term ÒperiodicalsÓ is a generic term referring to things that are published 
Òperiodically.Ó Thus (and the order of examples below will follow these) journals, 
magazines, newspapers, etc., are considered periodicals since they come out daily, 
weekly, monthly, quarterly, or otherwise. 
 
Dorman, David A. ÒThe Purpose of Empowerment in the Christian Life.Ó Pneuma: The 

Journal of the Society for Pentecostal Studies 7, no. 2 (Fall 1985): 147-165. 
 
This example is for a journal. Here, the volume number, Ò7,Ó and the particular issue of 
that volume, Òno. 2,Ó are given. If the season, here Òfall,Ó is not given, do not put one in. 
No degree is given. 
 
Wilson, John. ÒManipulating the Linguistic Code.Ó Christianity Today, October 1, 2001, 

51. 
 
This example is for a magazine. Note the difference in handling of the date between the 
two examples. Even if volume and issue numbers are given, for weekly or monthly 
magazines in most cases cite by date only. Page numbers are handled differently in a 
bibliography entry than in the note. In the bibliography entry the extent of the article is 
included. This particular example might be misleading, since the whole article is 
contained on the one page, 51. No degree is given. 
 
Coffman, Elesha. ÒDid You Know?Ó Christian History, no. 67, 2000, 1-5. 
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This is an example of a magazine that only gives issue numbers and the year of 
publication. In this case, the issue number is Ò67.Ó Degrees are not given. 
 
Kampeas, Ron. ÒIsrael Playing Waiting Game.Ó Daily News, October 9, 2000, 1A, 1-3. 
 
This is an example of a newspaper. For those Sunday editions with multiple sections, this 
example will give good direction, since it gives the section number, 1A, and page 
number, 1-3. However, typically only the author, article title, name of paper, and the date 
are sufficient, and so Ò1A, 1-3Ó would be left out, if this were to be an example for a 
newspaper from a weekly paper. No degree is given. 
 
 
Electronic Materials 
 
World Wide Web [WWW] 
 
Reidhead, Paris, ÒTen Shekels and a Shirt.Ó Sermon Index. 2002-2004. 

http://www.sermonindex.net/modules/articles/index.php?view=article&aid=2067 
(August 18, 2004). 

 
This is an example of an article on the WWW. ÒSermon IndexÓ is the name of the web 
site. The dates, 2002-2004, are the date of publication. There is normally a single date. 
This particular article listed no other date of publication, so the date ascribed to the web 
site itself is included. The web address is for the article itself, and the date in parentheses 
is the date of access. It is acceptable to copy and paste the Web address from the URL 
(Uniform Resource Locator) window into the bibliographic entry, but be sure to remove 
the hyperlink to the web address once it is in the bibliographic entry. The URL window is 
that window within a browser where the Web address is located. To remove a hyperlink 
in Microsofẗ  Office Word 2003, place the mouseÕs ÒarrowÓ over the hyperlink, which 
should be blue and underlined, and right-click. In the menu that opens, place the mouse 
arrow over the word ÒRemove HyperlinkÓ and left-click. No degree is given. 
 
 
Email 
 
Wilson, John Paul. ÒRe: Smooth breath mark.Ó Personal email (March 10, 2003). 
 
In bibliographic entries for emails use the name of the author of the email, in its proper 
bibliographic entry order, as it is shown either in the Òsignature blockÓ of the message 
(primary) or the ÒFromÓ line of the message (secondary). If there is no name leave this 
element blank. In the above example the authorÕs name appears in the Òsignature block.Ó 
The ÒtitleÓ of an email comes from the subject line. Following the title, give the phrase 
ÒPersonal emailÓ instead of the actual address. The date in parentheses is the date on 
which the author sent the message. No degree is given. 



 
 

46 

 
 
Discussion lists 
 
Moore, Bill. ÒBeginning Greek Texts.Ó August 4, 2004. B-Greek, 

http://www.ibiblio.org/bgreek/ (August 19, 2004). 
 
For discussion lists cite the author of the message, the title as found in the subject line, if 
the date of the message is different from the date of access place the date of the message 
here, next is the name of the discussion list, followed by the address of the list, and 
finally the date of access to the message, in parentheses. No degree is given. 
 
 
Newsgroups 
 
Bushnell, Thomas. ÒRe: PlatoÕs Apology.Ó July 26, 2004. humanities.classics. 

http://groups.google.com/groups?hl=en&lr=&ie=UTF-
8&group=humanities.classics (August 19, 2004). 

 
There is no difference, generally speaking, between newsgroup, email, and discussion list 
bibliographic entries. The first element is the author of the message, second is the title, 
which is taken from the subject line, in quotations, third is the date of the message if 
different from the date of access, fourth is the name of the newsgroup, fifth is the address 
of the group, and lastly is the date of access to the message. No degree is given. 
 
  
CDROM 
 
Kittel, Gerhard, and Gerhard Friedreich. Theological Dictionary of the New Testament, 

reproduced in Logos Bible Software [CD-ROM]. Grand Rapids: Eerdmans, 1985. 
 
This is one example of how to cite a book within well-known Bible software. Note that 
the publication data is for the Theological Dictionary of the New Testament, and not for 
the software. Also note that the date of access is not included for this type of publication. 
 
 
Non-print Materials 
 
Audio recordings 
 
Chapman, Steven Curtis. Free. Sparrow, 6. 1996. CD. 
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Given here are the person responsible for the content, the Òauthor,Ó the title of the work, 
italicized, the recording company, the track number, the year of production, and the 
format of the work. 
 
Bach, Johann Sebastian. The Goldberg Variations. Glenn Gould. CBS IM 37779. 
 
 
Video recordings 
 
JoffŽ, Roland, dir. The Mission. Glendale, CA: Warner Home Video, 2003. DVD. 
 
In the author position above goes such names as producer or director, next is the title of 
the video recording, publication information, and the format. 
 
 
Speeches, lectures, sermons, and papers read 
 
Brubaker, Don. ÒOut of Darkness into the Light.Ó Vinita Ministerial Alliance Lectures. 

Sermon presented at the Vinita Summer Tent Revival, Vinita, Oklahoma, July 5, 
1998. The KingÕs College and Seminary, Van Nuys, CA. 

 
Whether it is a speech, lecture, sermon, or paper read at a conference, the format will 
follow the above example. The above example is a sermon that was within a series of 
sermons, hence the additional phrase, ÒVinita Ministerial Alliance Lectures.Ó If the 
lecture, etc., is not a part of a series, leave this part out. If there is no series, the title will 
end only with an end quote and a period. Thus the above would have read, ÒÔ. . . into the 
Light.Õ Sermon presented at . . . .Ó 
 
 
Works of art 
 
DaVinci, Leonardo. The Mona Lisa. Oil on canavas, 1503. The Louvre, Paris. 
 
An example of a bibliographic entry for a work of art. Turabian states that works of art 
are not normally entered into the bibliography, but we will allow it. 
 
 
Interviews 
 
Lane, Tracey R. Interview by author, January 17, 1998. Tape recording. The Assemblies 

of God Theological Seminary, Springfield, Missouri. 
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Interviews need only contain the name of the interviewee; the phrase, ÒInterview by 
[ÔauthorÕ if the author of the paper is the interviewer, or if not, Ôthe interviewerÕs nameÕ],Ó 
date of the interview, format of the interview, and place of interview. No degree is given. 



 
 
 
 
 
 

APPENDIX ONE 
 

BOOK CRITIQUE FORMAT 
 
 



StudentÕs Name here 
October 27, 2004 

Course Code and Title 
The KingÕs College (or Seminary) 

 
 
 

Ervin, Howard M. Conversion-Initiation and the Baptism in the Holy Spirit. Peabody, 
MA: Hendrickson, 1984. ISBN 0913573124. 
 
 
 

Content Summary 

 One or more book critiques are required in most classes in both the college and 

seminary. The following guidelines should help the student in preparing a book critique. 

Note that there is no title page for this particular paper. The first part of a book critique is 

the bibliographic entry. There are several elements within this particular bibliographic 

entry, and some elements appear that would not be in a normal bibliographic entry at the 

end of a paper. For the most part, the entry follows the specifications for a bibliographic 

entry made by Turabian. The author information goes first and is transcribed exactly as is 

found on the title page, minus any degree information. The title, italicized, goes second. 

Make sure that it includes the title proper and any subtitle that might exist. The only place 

from which you should take the title information is the title page. This is considered to be 

the chief source of information. The publication information, to include place of 

publication, publisher, and date of publication, comes next. This information is found 

either on the title page or the verso (the back of the title page), and nowhere else. The 

preferred order of date of publication is: 1) publication date, and 2) copyright date. The 

last element in the bibliographic entry for a book critique is the International Standard 
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Book Number (ISBN). The professor of the course generally determines the actual length 

and sections of a book critique. 

 In this first segment of the critique, Content Summary, you should summarized 

the content, sharing your understanding of what the book is all about. Distill this section 

into two or three typewritten double-spaced pages. At the beginning of the section, try to 

summarize the book in a single sentence. This first sentence should be as comprehensive 

and inclusive as possible. The remainder of the summary will then be an elaboration of 

this sentence. 

 Be sure that the summary covers the complete book. Do not be so detailed about 

the first part of the book that subsequent sections are not adequately represented in the 

two pages available. Avoid this problem. Organize the summary carefully and logically. 

Also, do not get bogged down in specifics. Use broad-brush strokes. Do not summarize 

the book by chapters. The task is to summarize the book, not to focus on selected details. 

 

Evaluation 

 In the next segment of the critique you should provide your evaluation of the 

book. A critique is not just a summary of a bookÕs contents. It is a crucial evaluation of 

what the author has to say. React to the book both positively and negatively. Because 

books, like people, are different, one cannot impose predetermined critical questions on 

the book. The following questions are often used for evaluation. This section should be 

one and one-half pages in length. 
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1. What are the authorÕs credentials? Is the author a recognized authority in the 

field? To whom is the book written? What biases (theological, philosophical, 

denominational, etc.) are evident? 

2. What is the authorÕs stated purpose in writing the book and what are the points 

and themes? Does the author achieve the intended purpose? What presuppositions 

or basic assumptions does the author reveal in the work? Are they legitimate and 

valid? Are his arguments logical, well-supported, or convincing? How fairly does 

the author deal with information that contradicts the main purposes? Are both 

sides of an argument discussed? 

3. What is unique, significant, or interesting about the book? Does it contain unusual 

historical, theological, or literary traits? What is good about the book? What is 

bad about the book? What does the book/author have to teach? Does the author 

make an original contribution to the field of knowledge in that area? Is the 

treatment of the subject superficial or does it demonstrate real depth? Who should 

read it? What concepts can be implemented in ministry? 

 Do not assume anything. Write as though the reader knows nothing about the 

author, the authorÕs point of view, or the bookÕs contents. Explain and critique it to the 

best of your ability from your perspective. Avoid general statements that tell your reader 

nothing or trite statements such as, Òevery minister (counselor, pastor) should read this 

book.Ó If something is important, state it specifically. 
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Integration 

 The last segment of the critique deals with integration and is, perhaps, the most 

important component of the critique. Relating the authorÕs concepts to other facets of the 

course contributes to valuable synthesis. Suggestions for the process include: relate, 

compare, contrast aspects of the book to the textbooks and other readings of the course; 

relate, compare, contrast aspects of the book to class lectures, presentations, and 

discussions. The integration section should be one and one-half pages in length. 

 

 



 
 
 
 
 
 

APPENDIX TWO 
 

NOTES ON OUTLINING 



 
 
 
 
 
 

Outline1 
 
 

Developing an Outline 
 
An outline is: 
 
¥   A logical, general description 
¥   A schematic summary 
¥   An organizational pattern 
¥   A visual and conceptual design of your writing 
 
An outline reflects logical thinking and clear classification. 
 
Purpose. 
 
 General: aids in the process of writing 
 
 Specific: helps you organize your ideas; presents your material in a logical form; 
shows the relationships among ideas in your writing; constructs an ordered overview of 
your writing; defines boundaries and groups 
 
Process. 
 
Before you begin: 
 
¥   Determine the purpose of your paper. 
¥   Determine the audience you are writing for. 
¥   Develop the thesis of your paper. 
 
Then: 
 
¥   Brainstorm: List all the ideas that you want to include in your paper. 
¥   Organize: Group related ideas together. 
¥   Order: Arrange material in subsections from general to specific or from abstract 

to concrete. 
¥   Label: Create main and sub headings. 
 

                                                
1This segment is taken from the Online Writing Lab, ÒDeveloping an Outline,Ó Purdue University, 

2004, http://owl.english.purdue.edu/handouts/general/gl_outlin.html (March 24, 2005). 
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Theory. 

 

An outline has a balanced structure based on the following principles: 

 

•   Parallelism.  

•   Coordination 

•   Subordination 

•   Division 

 

 Parallelism. Whenever possible, in writing an outline, coordinate heads should 

be expressed in parallel form. That is, nouns should be made parallel with nouns, verb 

forms with verb forms, adjectives with adjectives, and so on (Example: Nouns: 

computers, programs, users; Verbs: to compute, to program, to use; Adjectives: home 

computers, new programs, experienced users). Although parallel structure is desired, 

logical and clear writing should not be sacrificed simply to maintain parallelism. (For 

example, there are times when nouns and gerunds at the same level of an outline are 

acceptable.) Reasonableness and flexibility of form is preferred to rigidity. 

 

 Coordination. In outlining, those items which are of equal significance have 

comparable numeral or letter designations: an A is equal to a B, a 1 to a 2, an a to a b, etc. 

Coordinates should be seen as having the same value. Coordination is a principle that 

enables a writer to maintain a coherent and consistent document. 

 

 Correct coordination 
 

A. Word processing programs 

 

B. Database programs 

 

C. Spreadsheet programs 

 

Faulty coordination 
 

A. Word processing programs 

 

B. Microsoft Word 

 

C. Page Maker 

 

Explanation: Word is a type of word processing program and should be treated as 

a subdivision. Page Maker is a type of desktop publishing program. One way to correct 

coordination would be: 
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 A. Types of programs 
 

1. Word processing 
 

2. Desktop publishing 
 

B. Evaluation of programs 
 

1. Word processing 
 

a. Word 
 

b. Word Perfect 
 

2. Desktop Publishing 
 

a. Page Maker 
 

b. Quark Express 
 
 Subordination. In order to indicate levels of significance, an outline uses major 
and minor headings. Thus in ordering ideas, you should organize it from general to 
specific or from abstract to concreteÑ the more general or abstract the term, the higher 
the level or rank in the outline. This principle allows your material to be ordered in terms 
of logic and requires a clear articulation of the relationship between component parts 
used in the outline. Subdivisions of each higher division should always have the same 
relationship to the whole. 

 
Correct subordination 
 
 A. Word processing programs 
 
  1. Microsoft Word 
 
  2. Word Perfect 
 
 B. Desktop publishing programs 
 
  1. PageMaker 
 
  2. Quark Express 
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Faulty subordination 
 
 A. Word processing programs 
 
  1. Word 
 
  2. Useful 
 
  3. Obsolete 
 

 Explanation: There is an A without a B. Also 1, 2, and 3 are not equal; Word is a 
type of word processing program, and useful and obsolete are qualities. One way to 
correct this faulty subordination is: 
 
  A. Word 
 
   1. Positive features 
 
   2. Negative features 
 
  B. Word Perfect 
 
   1. Positive features 
 
   2. Negative features 
 
 Division. To divide you always need at least two parts; therefore, there can never 
be an A without a B, a 1 without a 2, an a without a b, etc. Usually there is more than one 
way to divide parts; however, when dividing use only one basis of division at each rank, 
and make the basis of division as sharp as possible. 
 
 Correct division 
 
  A. Personal computers: hardware 
 
   1. Types 
 
   2. Cost 
 
   3. Maintenance 
 
  B. Personal computers: software 
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 Faulty division 
 
  A. Computers 
 
   1. Mainframe 
 
   2. Micro 
 
    a. Floppy disk 
 
    b. Hard disk 
 
  B. Computer uses 
 
   1. Institutional 
 
   2. Personal 
 
 Form. The most important rule for outlining form is to be consistent! An outline 
can use topic or sentence structure. A topic outline uses words or phrases for all entries 
and uses no punctuation after entries. 

Advantages: presents a brief overview of work and is generally easier and faster 
to write than a sentence outline. 

A sentence outline uses complete sentences for all entries and uses correct punctuation. 
Advantages: presents a more detailed overview of work including possible topic 
sentences and is easier and faster for writing the final paper. 

 
 For an example of an outline, see Appendix Three. 
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 While contemplating a topic for the course, I wanted to make it one which would 

help me understand my salvation in a more sure way. I wanted to know where I stood 

with God theologically, and also to understand the other major denominational groups’ 

theology on this topic, so I chose to write on “Imputed Righteousness.” 

 In this paper, I take a look into the Greek or Eastern Orthodox, Catholic, and 

Protestant views of imputed righteousness. The term “justification” is interchangeable 

with the term “imputed righteousness” in this work. I try to be objective in doing an 

inductive study of each denominational group, but subjectivity is not easy to leave out of 

any writing endeavor. 

 Each denomination studied has its own set of terms used in its theology, and a 

term used in one denomination might mean something totally different to another. First is 

a look into the Greek Orthodox view of justification, then the Catholic view, then the 

Protestant view (my denominational group), and finally a synthesis of the three with a 

biblical study is undertaken. The New American Version of the Bible will be used. 
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Catharsis.  Literally a cleansing or purging. 

 

Cosmology.  The study of the order of the world. In astronomy, the branch that 

investigates the organization and structure of the entire physical universe, 

including its origins. In philosophy, cosmology is a part of the sub-field called 

metaphysics. 

 

Epistemology.  Literally, the study of knowledge. It is the study of how people come to 

know things, what the limits of people’s knowledge are, and what degree of 

certainty we may have about our knowledge. 

 

Ethics. The systematic study of how individuals ought to act to themselves and others. 

 

Logic.  The discipline that investigates the correct principles of formal reasoning. 

 

Ontological argument.  The attempt to prove the existence of God by starting with 

nothing more than the mere concept of the most perfect being. 

 

Tabula rasa.  Literally, blank tablet. The term was used by John Locke to summarize his 

claim that the mind comes into life blank. 
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