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PREFACE 

Faith Theological Seminary of Catonsville Form and Style Writing Manual 

supplements A Manual for Writers of Research Papers, Theses, and Dissertations (9th 

ed.) by Kate L. Turabian (henceforth referred to as “Turabian”). FTSOC manual 

frequently directs students to the relevant sections in Turabian, providing only what is 

necessary for clarification or FTSOC specific requirements. Students are encouraged to 

acquire a copy of Turabian. Students are also encouraged to consult The SBL Handbook 

of Style (2nd ed.) and The Chicago Manual of Style (17th ed.).  

 

Dr. Hongkil Lee, Ph.D. 

 

Catonsville, Maryland 

January 2022 
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CHAPTER 1 

GENERAL STYLE GUIDELINES 

1.1. Software 

Microsoft Word is easiest for PC users for writing research papers and 

dissertations that conform to the Seminary style guidelines. Some students prefer the use 

of other word processors. For example, some Mac users prefer the proprietary word 

processor Mellel. Some PC and Linux users prefer the open source office suite, 

LibreOffice. Not all word processors provide the functionality necessary to comply with 

all the Seminary style guidelines. Make sure you select a word processor that enables you 

to write in conformity to the Seminary style guidelines. 

1.2 Font 

Students must use Times New Roman for their writing projects at Faith 

Seminary. If you are writing in using Hebrew or Greek text, use Times New Roman for 

the English portions of your writing and SBL BibLit for the Hebrew and Greek text. If 

your subject matter requires the use of additional fonts, request permission from your 

professor (for papers and reviews) or the Office of Doctoral Studies (for theses, 

dissertations, and ministry research projects).Typing in Hebrew and Greek requires that 

you install the relevant keyboards (see instructions for Microsoft or Mac OS X). Two 

Hebrew keyboards are available at the SBL website (we recommend the SIL keyboard). 

Both Windows and Mac computers have a Greek Polytonic keyboard we recommend. 

Students using the Windows operating system may prefer to use the Logos Keyboards. 

The font size for the body of the paper must be 12 point. The font size for footnotes must 

be either 10 point or 12 point font. If you write a paper in Korean, the font size for the 

https://www.mellel.com/
https://www.libreoffice.org/
https://www.sbl-site.org/educational/BiblicalFonts_SBLBibLit.aspx
https://support.microsoft.com/en-us/topic/how-to-change-your-keyboard-layout-babd8e34-91e5-cc30-6b59-511c4f4fae4a
https://www.logos.com/product/53264/original-languages-keyboards-for-windows
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body of the paper must be 11 point. The font size for footnotes must be either 9 point or 

11 point font. Use bold text for subheadings. Use italics for emphasis, foreign words, and 

titles of bound, published works, such as books and journals (but not journal article 

titles). Do not use underlining as a substitute for italics. The color of any document, 

including text, graphics, and appendixes, should be black on white. 

1.3 Line Spacing  

Instead of selecting “double-space” or “single-space,” use the more precise 

line-spacing option of “Exactly 24 point” or “Exactly 12 point.” “Exactly 24 point” 

spacing is preferable to standard “double-spacing.” “Exactly 12 point” spacing is preferable 

to “single-spacing.” Throughout the style guide, the terms “double-“ and “single-space” are 

used for brevity but mean “exactly 24” and “12 point” spacing.  

Use single-spacing for the contents of each footnote (but include an empty 

single-spaced line between each note); also use single-spacing for each block quotation. 

Subheadings of multiple lines should be single-spaced. 

1.4 Margins  

For all papers other than theses, dissertations, and projects, use 1-inch left and 

right margins for all pages.1  

Use left justification only; do not use full justification (i.e., do not have a 

straight edge on the right margin). For the first page of text, the first page of the 

bibliography, and the first page of any special section such as an appendix, use a 2-inch 

margin from the top of the page to the top of the first line of type. For the second and 

subsequent pages of a paper or bibliography, use a one-inch top margin from the top of 

the page to the top of the first line of type, whether that first line is text or a subheading.  

 
 

1 For doctoral students, use 1.25-inch left and right margins for all pages for theses, projects 
and dissertations.  
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The bottom margin may vary slightly to accommodate footnotes, no more than 

1.5 inches and no less than 0.75 inch. Set your word processor to “below text” footnote 

placement. If footnotes sit high on the last page of a paper or chapter, put the cursor after 

the end of the last line of text and hit the enter key until the footnote separator line and 

any footnotes move to the bottom of the page.  

1.5 Page Numbers  

All papers, theses, dissertations, and projects must have page numbers. Place 

all page numbers bottom center.  

Use Arabic numerals (1, 2, 3) for both the main body of the work and sections 

following the main body (e.g., the bibliography).  

1.6 Indentions  

The first line of every paragraph and every footnote must be indented 0.7 inch. 

Every new paragraph in this manual is indented 0.7 inch. Indent the left margin of each 

block quotation 0.35 inch. Also use 0.35 inch for the second and subsequent lines of each 

bibliography entry (i.e., set “hanging indent” to 0.35 inch). See the sample bibliography 

page after chapter 2 and the numerous examples provided after chapter 5. 

1.7 The Honor Code  

Every paper written at FTSOC needs to give credit to sources used. In other 

words, anyone who borrows another person’s ideas or words and fails to acknowledge 

that person is plagiarizing. Because plagiarism is such a serious academic offense that 

destroys people’s credibility, any student found plagiarizing faces significant 

repercussions. Any paper other than a thesis, dissertation, or doctoral project must 

include the following pledge at the end of the paper: “I have written this paper 

exclusively for _____[fill in course number]. If I received any editing or proofreading 

advice, I have made all such corrections myself. I have also documented each paraphrase, 
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direct quotation, and borrowed idea in compliance with the Turabian and FTSOC Form 

and Style Writing Manual.”  

Copy and paste this pledge at the end of the paper. Alternatively, some 

professors prefer you make yourself familiar with the honor code and simply type “I 

affirm the honor code” on the bottom of the title page or on the final page of the paper. 

Ask your professors for their preference. 
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CHAPTER 2  

RESEARCH PAPER STYLE GUIDELINES  

Most research papers will include a title page, the body of the paper, and a 

bibliography. This chapter provides instructions for each of these sections. More complex 

doctoral research papers may include, at the professor’s discretion, (1) title page; (2) table 

of contents; (3) list of tables, examples, or figures; (4) body of the paper; (5) 

bibliography; and (6) end matter (e.g., appendices).  

2.1 Page Numbers  

Page numbering begins at “1” on the first page of the paper proper and 

continues through the entire paper. The title page should not include a page number and 

neither should any pages preceding the first actual page of the paper’s text.  

2.2 Title Page  

Each line of the title page is centered between the left and right margin. Four 

items of information appear on the title page: title, type of work, course identification, 

and author information. An example title page is shown on the page following section 

2.2.4.  

2.2.1 Title  

First, the title of the paper appears in all CAPS. When a title is one line, the top 

of the title line must be 2 inches from the top of the page. If the title requires two or three 

lines, the last line should appear 2 inches from the top of the page as illustrated on the 

sample title page at the end of section 2.2.4. 
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On the title page, your title’s position will change depending on how long 

(how many lines) your title is. Here’s a quick reference: 

 

For multi-line titles, arrange the lines in inverted pyramid form (i.e., each 

subsequent line is shorter than the one above it) and double-space between them. If the 

title contains both a main title and a subtitle, then the main title may appear on a separate 

line and be followed by a colon even if this means not using the inverted pyramid form. If 

a subtitle requires two lines, it must be in inverted pyramid form.  

The number of lines of a title changes the placement of the title, but so does the 

length of any individual line. Any line of a title more than 4 inches long may be divided. 

If a line in the title exceeds 5 inches, the line must be broken. No line in the title should 

be more than 5 inches long.  

The sections of the title page are divided by 1.5-inch solid separator lines, 18 

strokes on the underline key, centered on the page. A separator line should appear 

between the title and the following item of information. 

2.2.2 Type of Work  

Second, the title page should include these three double-spaced lines:  
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A [type of work] 

Presented to [Professor’s Name] 

Faith Theological Seminary of Catonsville 

 

Types of works include “Book Review,” “Research Paper,” “Position Paper,” 

“Spiritual Autobiography,” etc. A separator line should appear between this and the 

following item of information. See the example following section 2.2.4 and on the 

“Here’s What You’ll Find in Chapter 2” page at the beginning of this chapter.  

2.2.3 Course Identification  

Third, the title page should include in two double-spaced lines “In Partial 

Fulfillment / of the Requirements for (course number).” A separator line should appear 

between this and the following item of information.  

2.2.4 Author Information  

Fourth, the title page should include your name. Begin with the word “by” in 

lower case. Below that, print your full name (middle initial is acceptable) at the bottom. 

Below your name, include your student email address. Below the email address, include 

the date on which the paper is submitted (for example, May 3, 2022). Double-space these 

lines.  

2.2.5 Example Title Page 

You’ll find an example title page on the following page. 
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2.3 Table of Contents  

A table of contents is optional for a research paper. In fact, typically only 

doctoral projects, theses, and dissertations use table of contents. The table will list only 

your subheadings and the bibliography. If you include a table of contents, see the 

instructions in “6.7 Table of Contents.” 

2.4 Lists of Tables, Examples, or Figures  

If you have several tables, examples, or figures in your paper, then you may 

need to place a list prior to the main body of the paper whether or not you have a table of 

contents. Typically, however, a list of tables, examples, or figures is only necessary in 

doctoral projects, theses, or dissertations.  

If you refer a table in the text, unless “Table” is the first word of a sentence, 

don’t capitalize it. For example, “See table 7” rather than “See Table 7.” The same is true 

for figures.  

2.5 First Page of Text  

The exact placement of the title on the title page is different from its placement 

on the first page of text (i.e., page 1, the first actual page of the paper). On the title page, 

the line placed two inches from the top of the page differs depending on how many lines 

the title has.  

On the first page of text, however, use a two-inch margin from the top of the 

page to the top of the first line of the title. (Do this regardless of the number of lines in 

the title.)  

See the following chart for a visual example: 
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The title should be printed in all CAPS with no other special formatting (i.e., 

no bold, no italics, no underlining) and should match the title on the title page in wording 

and line breaks.  

Another difference between the title on the title page and the title on the first 

page of the paper is that on the title page, a multi-line title is double-spaced, whereas on 

the first page of text, a multi-line title is single-spaced. Leave two empty single-spaced 

lines between the title and the first line of text.  

Note: You cannot create two blank lines by double spacing. If you press the 

enter key once in double-spacing, you’ll get one blank line, which is incorrect. If you 

press the enter key twice in double-spacing, you’ll get three blank lines, which is also 

incorrect. If you need help getting the two blank lines, see the directions at the end of 

section 2.7 in this manual guide.  

2.6 Subsequent Pages of Text  

For the second and subsequent pages of text, use a 1-inch margin from the top 

of the page to the top of the type, whether the first line is text or a subheading. 
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2.7 Subheadings  

Think of subheadings as parallel to the parts of an outline. The first-level 

(centered, bolded; capitalized headline style [see Turabian 22.3.1.1]) subheadings 

represent the Roman numerals in an outline: I, II, III, etc. For most non-doctoral papers, 

first-level subheadings to set off the main parts of the paper are all you need. If your 

paper is long enough and you need to subdivide the main sections, do so with second-

level (left margin, bold) subheadings, the equivalent of A, B, C, etc. in an outline. Most 

undergraduate and master’s level papers rarely require third-level subheadings.  

Here’s another way to think of subheadings: subheadings highlight for your 

reader how you’ve organized your thoughts. For example, a paper analyzing five views 

of sanctification might include subheadings with the various views: Reformed View, 

Lutheran View, Wesleyan View, etc. Those headings are called “first-level subheadings.” 

First-level subheadings are the paper’s major sections. If you wanted to break any of 

those sections into smaller sections, you would use second-level subheadings. If you do 

so, make sure you have at least two or more second-level subheadings (you cannot have 

only one in a given section).  

For most research papers, one level of subheading will suffice. Multiple levels 

of subheadings should be rare in research papers. Seldom do research papers need to use 

more than two levels of subheadings.  

Use bold print for each subhead. Leave two empty single-spaced lines between 

a subheading and the text above it, regardless of whether you are creating a first-, 

second-, or third-level subheading.  

2.7.1 First-Level Subheading  

The subhead immediately above is an example of a “first-level subheading.” A 

first-level subhead should be centered and capitalized headline style (i.e., capitalize the 

first word and all other words except for articles, prepositions, conjunctions with forms of 

“to be”; see Turabian 22.3.1.1). If the subhead is more than 4 inches long, divide it into 
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two or more single-spaced lines arranged in an inverted pyramid. Note: The headings for 

2.7.1, 2.7.2, and 2.7.3 have all been formatted according to the type of subheading they 

represent (i.e., 2.7.3 is a third-level subheading). See also the sample research paper after 

chapter 2 for first-level and second-level subheadings in context.  

2.7.2 Second-Level Subheading  

The subhead immediately above is an example of a “second-level subheading.” 

Second-level subheadings are sub-points of first-level subheadings. A second-level 

subhead appears at the left margin, without punctuation, and capitalized headline style 

(i.e., capitalize the first word and all other words except for articles, prepositions, 

conjunctions with forms of “to be”; see Turabian 22.3.1.1). If the subheading is more than 

3 inches long, it should be divided into two single-spaced lines approximately equal in 

length, each starting at the left margin.  

Note: if you include second-level subheadings in a given section, there must be at 

least two or more.  

2.7.2.1 Third-level subheading. The subhead immediately preceding is an 

example of a “third-level subheading.” Third-level subheadings are sub-points of second-

level subheadings. A third-level subhead is capitalized sentence style (i.e., capitalize the 

first word and all other words except for articles, prepositions, conjunctions with forms of 

“to be”; see Turabian 22.3.1.1). A third-level subheading should be indented 0.7-inch and 

followed by a period. Normal spacing follows the period, and the text begins 

immediately.  

Note: if you include third-level subheadings in a given sub-section, there must 

be at least two or more.  

2.8 Indentations  

The only indentations used in FTSOC formatting is 0.7 inch and 0.35 inch. 

**Never use the “tab” key to create an indentation; it won’t work!** Indent the first line 
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of each new paragraph and the first line of each footnote 0.7 inch. Indent the left margin 

of block quotations and the second (and subsequent) lines of bibliography entries 0.35 

inch. For bibliography entries, this is called a “hanging indent.”  

2.8.1 Block Quotations  

The text immediately below explains—and is an example of—how to format a 

block quotation:  

Indent the left margin of block quotations 0.35 inch. (Indent only the left margin for 
a block quotation, and continue to use 12 point font even though in some books you 
see block quotations centered and in a smaller font. Do not italicize block quotations 
unless the original is italicized.) Indent the first line of a block quotation 0.7 inch 
only if the portion of the text you are quoting is indented in the original (see 
Turabian 25.2.2). If the first line of the quotation is not indented in the original, the 
first line of the block should begin 0.35 inch from the left margin. 

        If a new paragraph begins later in the block quotation, indent the new 
paragraph .35”. There should be an empty space immediately above and 
immediately below a block quotation. The spacing of a block quote should be set to 
“Exactly 12 pt.” Any text greater than four lines should be formatted as a block 
quotation. 

2.9 Footnotes  

In the body of your text, use superscript numbers without punctuation to 

indicate footnotes. Place footnotes at the end of the material for which you need to cite 

the source. For quoted material, place the footnote number at the conclusion of the 

quotation following the closing quotation mark. For non-quoted material, place the 

footnote number after the period at the end of the sentence. If logically possible, avoid 

putting footnote numbers anywhere other than the end of a sentence. Rarely should a 

footnote number appear within a sentence.  

A footnote must begin at the bottom of the page on which the corresponding 

footnote number appears in the text. A footnote separator line (1.5 or 2 inches; be 

consistent throughout your document) should appear between the text and the footnote. 

The first line of each footnote should be indented 0.7 inch. Footnotes should be appeared 

in either 10-pt or 12-pt font (10-pt is preferred, but be consistent throughout your paper!). 
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In Korean font, footnotes should be appeared in either 9-pt or 11-pt font (9-pt is 

preferred).  

Turabian says to include a space between the footnote number and the first 

word of the footnote as seen in footnote 1 on this page.  

Footnote 1 below shows the (new, correct) space1; footnote 2 shows the (old, 

no longer correct) “no space” form.2
 

Footnotes should be single-spaced, and there should be an empty single-spaced 

line between each note. See examples in the research paper example at the end of this 

chapter.  

Long footnotes may be continued on to the next page. The beginning of the 

continued footnote on the next page should not be indented. The length of the footnote 

separator line must remain 1.5 to 2 inches (be consistent throughout the document). Some 

software puts a full-page separator line over footnotes. You must override this.  

Set your footnotes to the “below text” setting. If the last page of a paper or a 

chapter is not a full page of text so that the footnotes sit high on the last page, put the 

cursor after the end of the last line of text and hit the enter key until the footnote separator 

line and any footnotes move to the bottom of the page. Chapter 5 further addresses issues 

concerning footnotes.  

2.10 Lists  

To enumerate words or phrases within a paragraph, use numbers or letters 

surrounded by parentheses to set off (1) the enumerated words, (2) the enumerated 

phrases, or (3) whatever you are listing. The previous sentence exemplifies in-paragraph 

numbering. See also the sample paper after chapter 2. 

 
 

1 Noah Lukeman, A Dash of Style . . . (an example of a footnote with a space after the number)  
(Correct) 

2Noah Lukeman, A Dash of Style . . . (an example of a footnote with a space after the number)  
(Wrong)  
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For any freestanding list in the body of the text, use Arabic numerals (not 

bullets). If the list has 9 or fewer items, the numbers must be flush with the left margin. If 

the list has 10 or more items, the double-digit numbers must be flush with the left margin 

and the single-digit numbers indented so that the periods of all numbers are aligned. 

Single-space within each item of the list with the text of each item indented 0.35 inch 

from the left margin. Leave one empty single-spaced line between items and one single-

spaced line before and after the list.  

If the text of each enumerated item extends beyond three or four lines, do not 

use an enumerated list. Use standard paragraphs that begin with the words “First,” 

“Second,” “Third,” etc.  

2.11 Bibliography  

The title BIBLIOGRAPHY should appear in all CAPS placed 2 inches from 

the top of the page. Two empty single-spaced lines should separate the title from the first 

subhead or first bibliographic entry. See the sample bibliography page after chapter 2.  

2.11.1 Spacing  

Each bibliography entry should appear single-spaced. There should be one 

empty single-spaced line between entries. Each entry begins at the left margin. 

Subsequent lines are indented 0.35 inch (i.e., “hanging indent” = 0.35 inch).  

2.11.2 Arrangement  

Arrange entries alphabetically by the last name of the author (or editor if there 

is no author). For works with co-authors or co-editors, use the last name of the first 

person listed on the title page. If you subdivide your bibliography by resource type, 

entries in each section should be arranged alphabetically. Only the name of the first 

author should be reversed to facilitate alphabetizing; do not reverse the names of authors 

after the first author. 
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If your bibliography includes two or more works written, edited, translated, or 

compiled by the same person, use that person’s name for the first entry. For the second 

and subsequent entries for that person, use a 0.7 inch line created by eight strokes on the 

underline key. (For examples, see John Piper and Alvin Plantinga in the sample 

bibliography page after chapter 2.)  

Note that a line may not be used for co-authored works that appear at the end 

of a series of individually authored works. The author’s name (which appeared at the 

beginning of the series) must be repeated in addition to the names of all co-authors. If 

subsequent works by these same co-authors are listed, then the 0.7 inch line may be used 

in place of all those same co-authors.  

If more than one work is listed for the same author, editor, or coauthors, list 

those works in alphabetical order by the first word of each title. However, if the first 

word is an article (A, An, The), ignore that article and alphabetize by the next word.  

See chapter 5 “Footnote and Bibliographic Forms” and Turabian chapters 16 

and 17 for further instruction on these and related matters, complete with examples.  

2.12 Example of Research Paper  

An example research paper is provided on the next pages. Please note: The 

page numbers on the example paper are numbered as a paper rather than sequentially 

with the page numbering of this manual. 
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CHAPTER 3 

BOOK REVIEW STYLE GUIDELINES 

The format of a book review is a modified form of the style for a research 

paper. It adopts the same margins, indentations, etc. as discussed in chapters 1 and 2. This 

chapter will address only those features in which the book review differs from the 

research paper style guidelines.  

3.1 Title Page  

Follow the guidelines in “2.2 Title Page” for the title page of a book review, 

but use the title of the book being reviewed italicized in all CAPS for your title. Put “A 

Book Review” on the line to identify the type of paper.  

3.2 First Page of Text  

Include a full bibliographic reference to the book on the first page of text. The 

reference should be left justified and 2 inches from the top of the page (this reference 

occupies the position for the title in a research paper; see “2.5 First Page of Text”). Do 

not include the number of pages or the price of the book (information required by the 

form and style writing manual many ago but which is no longer used). Leave two empty 

single-spaced lines between the bibliographic reference and the body of your review.  

3.3 Page References  

You may use parentheses in the body of your review to refer to pages in the 

book you are reviewing. It is unnecessary to cite the author's name; simply reference the 

page number(s) in parenthesis (104). Omit the abbreviations p., pg., and pp.  
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Typically, you will not cite other works in a book review, so footnotes and a 

bibliography are unnecessary (unless your professor specifically asks you to do so). If a 

book review does reference another source, a general reference in the text is adequate.  

For example,  

“Smith echoes Charles Spurgeon’s argument in The Suffering Letters . . .”  

3.4 Divisions of a Book Review  

While no model can fit every book review assignment, what follows provides 

general guidelines if your professors do not provide their own guidelines for book 

reviews. The guidelines below discuss a five-page review. If the review you are assigned 

is longer or shorter, you will need to adjust the content of each section. Remember that 

the most important guidelines for any book review are the specifications provided by the 

professor making the assignment. For example, some professors do not allow 

subheadings in book reviews fewer than five pages.  

3.4.1 Introduction  

Begin the review with a section that briefly introduces the book and the book's 

author. Biographical information about the author (education, training, experience, etc.) 

should be included only as it demonstrates the author's competency to write the book. 

Within the context of the paper, do not use titles (Dr., Rev., etc.).  

In most five-page reviews, the introduction is typically one or two paragraphs.  

3.4.2 Summary  

A critical book review provides a minimal summary of the book. Address first 

of all the author’s purpose and the primary thesis that he or she is presenting. In a longer 

review, you might relate that purpose or thesis to the work of others in the field. For 

example, is the author contradicting, supporting, or building off the work of others? 

Follow this information with a summary of the main points by which the author argues 
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the thesis or accomplishes the book's purpose. Overall, the summary should extend to no 

more than two pages in a five-page review. Avoid chapter-by-chapter summarizing; 

instead, provide an overview of the book. Furthermore, avoid over-quoting the author. 

Instead, summarize the author’s ideas in your own words.  

3.4.3 Critical Evaluation  
(or Critical Analysis)  

In academic writing, “critical” does not necessarily mean saying something 

negative. In a book review, “critical” implies a careful weighing of the claims and 

arguments used to support them—that is, your analysis of the author’s success (or failure) 

in achieving his or her goal for the book. On the one hand, you should avoid bland 

endorsements, such as “This is a good book that should be recommended reading for 

everyone.” Avoid blanket dismissals as well, such as “This is a useless book not worth 

reading.” On the other hand, avoid trivial criticisms. Instead, engage the main points that 

relate to the author's argument. Questions to ask yourself may include the following:  

 

1. Are the claims and arguments well supported? Do factual errors occur among the 

author’s main contentions? What are the strengths and weaknesses in the author’s 

argumentation? For example, you might include an evaluation of the arguments biblically 

and theologically, if appropriate.  

2. Does the author approach the subject with any overall perspectives (or 

presuppositions) that influence or condition his or her conclusions? These may be 

theological, experiential, philosophical, denominational, or cultural perspectives. Do 

these perspectives limit the value of the work or its applicability (in certain cultures, 

certain settings, etc.)?  

3. If you’ve read other books on the topic, how does the author’s presentation fare 

compared to other work done in the field? How successful and significant is this work 

when evaluated within its own field? To what extent does work done in other fields 

affirm or challenge the author’s claims? (If you have not read extensively in the field, you 

will most likely skip this third set of questions.)  

Throughout your critique, be specific in your evaluations. Do not just tell the reader about 

the book; tell and show the reader with concrete examples from the book. As previously 
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suggested, include page numbers when making specific references to the book. However, 

avoid lengthy quotations. 

3.4.4 Conclusion  

In a final paragraph or two, give your overall evaluation of the book. In light of 

its strengths and weaknesses, state the value of the work for your own research, general 

knowledge, or ministry. Conclude with a brief comment about the author’s achievement 

and to whom the book would be useful. Be discerning and specific rather than broad and 

general about any recommendation because your professors probably will assess your 

grasp of the book when they read your recommendation.  

Example of a general versus specific evaluation:  

[Vague and not useful] All good Christians should read this book.  

[Better] This book would be useful to a youth pastor interested in 

strengthening . . .  

3.4.5 Example of Book Review 
Formatting  

The following pages illustrate book review formatting. 
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CHAPTER 4 

MISCELLANEOUS FORMATTING GUIDELINES 

The sample paper after chapter 2 exemplifies many of the formatting 

guidelines in this chapter.  

4.1 Ellipses  

Use three spaced dots for omission within a quoted sentence. Do not use 

ellipses before or after quoted material; use them only in the middle.  

Use four spaced dots for omission between quoted sentences—three to indicate 

omission and the fourth for the period of the sentence. (If the terminal mark between 

sentences is a question mark instead of a period, use three dots and the question mark.) 

See Turabian 25.3.2.1–4 for examples and specifics.  

 

If an omission between sentences involves a question, see Turabian 25.3.2.2 

for instructions. Consider these examples and see the sample paper after chapter 2. These 

are the more common ellipses situations, but check Turabian for others.  

If punctuation precedes an ellipsis (for example, a period, semicolon, etc.), the 

punctuation mark appears without any space between the word and the punctuation mark. 

 
 

1 There is a space before and after omission. 

2 The first dot is a sentence period and there is no space before omission and a space after 
omission before the next sentence.  

Depending on how one understands biblical theology …1 the interpretive methods of 

and approaches … to Christ-centered preaching are very different….2 If an 

omission … between  
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After the punctuation mark, leave one space and begin the first period of the ellipsis (see 

Turabian 25.3.2.2 “General Method for Ellipses”).  

4.2 Dashes  

For dashes, you may use either an en dash3 or an em dash4 as long as you are 

consistent throughout the document. Do not use a hyphen as a dash. Do not space before 

or after a dash (see Turabian 21.7.2). Hyphens are used to combine two words into a 

single word. 

For example, “The green-eyed monster raged.”  

4.3 Parentheses and Brackets  

Note that in a quotation, any parentheses must appear in the original quotation. 

If you add any kind of correction or notation within quoted material, you must do so in 

square brackets (i.e., [Christ-Saturated Preaching]), not parentheses. See Turabian 21.8 

for guidelines regarding parentheses and brackets. 

4.4 Punctuation and Quotation Marks  

Terminal punctuation (the period, question mark, and the exclamation mark), 

the quotation mark, footnotes following terminal punctuation, and colons must be 

followed by only one space throughout one’s document. In other words, use only one 

space after every sentence—not two. For more information, see Turabian (9th ed.) 21.1 

“Periods.” Also, notice that the present version of the form and style writing manual 

follows this rule consistently.  

According to American usage, a closing period or a comma always precedes a 

closing quotation mark, whether it is part of the quoted matter or not. Question marks and 

 
 

3 En dash is shorter than em dash. To create en dash in word on windows, press Ctr+hyphen 
key. For Mac word, press option+hyphen key. For example, Christ–Saturated–Preaching. 

4 To create en dash in word on windows, press Ctr+Alt+hyphen key(Minus). For Mac word, 
press Option+Shift+hyphen key(Minus). For example, Christ—Saturated—Preaching. 

https://en.wikipedia.org/wiki/Dash#En_dash
https://en.wikipedia.org/wiki/Dash#Em_dash
https://en.wikipedia.org/wiki/Hyphen


   

 30 

exclamation points precede quotation marks if they are part of the quoted matter or 

follow the quotation marks if they pertain to the entire sentence of which the quotation is 

a part. Semicolons and colons follow quotation marks. If the quoted passage ends with a 

semicolon or a colon in the original, the mark may be changed to a period or a comma to 

fit the structure of the main sentence (see Turabian 21.12.2.1).  

4.5 Commas in a Series  

According to American usage, a serial comma (also called an Oxford comma) 

appears before the ‘and’ and ‘or,’ indicating the last item in a series of three or more 

items (see also Turabian 21.2.2).  

For example:  

[INCORRECT because there is no comma after danger]  

Lewis uses atmosphere, danger and narrative development.  

[CORRECT with the comma after danger]  

Lewis uses atmosphere, danger, and narrative development. 

4.6 Numbers  

See Turabian chapter 23 for guidelines regarding numbers. Note that any 

number serving as the first word of a sentence must be written as a word, including 

enumerated books of the Bible (e.g., “First Chronicles 1–9 represents . . .”). Use 2nd, 3rd, 

4th, etc., not 2nd or 3d. Use the full-sized 1/2 and 3/4 rather than the smaller ½ and ¾ . Use 

“no.” to abbreviate “number” rather than the # sign.  

4.6.1 Using Numbers in Body of Papers  

Numbers of one or two words are spelled out, as are whole numbers ending 

with hundred, thousand, hundred thousand, million, etc. Numbers that are three words 

are expressed as numerals. (For example: fifty is one word and is written out; fifty-one is 

two words and is written out; fifty-three thousand is three words, but is a whole number 
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ending with “thousand,” so it is written out; five hundred one is three words, so it is 

expressed with numerals as 501.)  

Express numbers in a series as numerals. (For example: “The respondents were 

distributed as follows: 100 were freshmen, 51 were sophomores, 25 were juniors, and 10 

were seniors,” or, “The most frequently missed questions were numbers 50, 51 and 52.”)  

To avoid confusion, spell out one set of numbers in an expression that involves 

two or more series of numbers. (For example, “In the first survey, 21 respondents failed 

to meet inclusion criteria; in the second survey, only 5 respondents failed to meet 

inclusion criteria.”)  

Multiple chapters, phases, stages, steps, tasks, etc. are numbered and 

referenced with Arabic numerals (e.g., Phase 1, Phase 2, etc.).  

Write out the word “percent” after numeric values except for statistics reported 

from precedent literature or data derived in your research. (The percent symbol may be 

used in tables to save space. See Turabian 23.4.1). 

 

Decimal are expressed with one leading zero, and zeros following the decimal 

point as required for the statistical number being reported. All numbers presented in 

tables must be decimal aligned.  

Any number used as the first word in a sentence must be written out as a word. 
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This rule applies for books of the Bible too.  

 

 

4.6.2 Using Numbers in Tables  

The word “percentage” (not “percent”) is used when no number is given.  

4.7 Numerical Sequences  

Use abbreviation system in table 1 for inclusive page numbers. Ranges of years 

should not be abbreviated however (see Turabian 23.2.4). Note that an unspaced hyphen 

or en dash is used to separate inclusive numbers.  

 

Table 1. Abbreviation system for inclusive numbers 

 

 

 

 

 

 

 

 

 

4.8 Spelling and Capitalization  

Section 4.10 in this Form and Style Writing Manual provides a short selection 

of standard capitalization conventions for biblical and theological academic studies. The 

SBL Handbook of Style provides a more thorough list (see 4.3.6 [2nd ed.] “Capitalization 

and Spelling Examples”). Consult The SBL Handbook of Style for any spelling or 
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capitalization questions not answered in this manual guide. Consistency should be 

maintained where there are multiple spelling options.  

Current practice in academic writing is to avoid capitalizing divine pronouns 

(see The SBL Handbook of Style [2nd ed] 4.3.4.3 “Pronouns Referring to God”). Students 

who feel strongly about this matter may follow their conscience.  

4.9 Abbreviations  

The SBL Handbook of Style (2nd ed.) provides a thorough list of the standard 

abbreviations in biblical and theological academic studies (see 8.1, “General 

Abbreviations” in The SBL Handbook of Style). Use the abbreviations in footnotes and 

parenthetical Scripture references in text. Below we provide the abbreviations for Bible 

texts, versions, biblical books, etc. as they appear in The SBL Handbook of Style.5 

 

Divisions of the canon 

HB    Hebrew Bible  

NT    New Testament  

OT    Old Testament  

Units of text 

chap./chaps.  chapter/chapters  

v./vv.   verse/verses  

par(r).   and the parallel text(s); see [SBL] §8.2.2  

Hebrew Bible/Old Testament  

Use the abbreviations of books of the Bible in footnotes and parenthetical Scripture 

references. These abbreviations do not include a period, nor are they italicized.  

Example: The Bible says God created and ordered the world in a certain way (Gen 1-3).  

 
 

5 Society of Biblical Literature, The SBL Handbook of Style: For Biblical Studies and Related 
Disciplines, 2nd ed. (Atlanta: SBL Press, 2014), 119–25. 
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For extra information, see Bible Citation blog.  

Gen   Genesis  

Exod   Exodus  

Lev   Leviticus  

Num   Numbers  

Deut   Deuteronomy  

Josh   Joshua  

Judg   Judges  

Ruth   Ruth  

1-2 Sam   1-2 Samuel  

1-4 Kgdms   1-4 Kingdoms (LXX)  

1-2 Kgs   1-2 Kings  

1-2 Chr   1-2 Chronicles  

Ezra   Ezra  

Neh   Nehemiah  

Esth   Esther  

Job    Job  

Ps/Pss   [Psalm] Psalms  

Prov   Proverbs  

Eccl (or Qoh)  Ecclesiastes (or Qoheleth)  

Song (or Cant)  Song of Songs (Song of Solomon, or Canticles)  

Isa    Isaiah  

Jer    Jeremiah  

Lam   Lamentations  

Ezek   Ezekiel  

Dan   Daniel  

Hos   Hosea  

https://sbtswriting.squarespace.com/blog/2018/10/17/bible-references-citations-and-translations-a-how-to-guide
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Joel   Joel  

Amos   Amos  

Obad   Obadiah  

Jonah   Jonah  

Mic   Micah  

Nah   Nahum  

Hab   Habakkuk  

Zeph   Zephaniah  

Hag   Haggai  

Zech   Zechariah  

Mal   Malachi 

New Testament  

Abbreviations for books of the Bible do not include a period, nor should they be 

italicized. Use these abbreviations in footnotes and parenthetical citations. For extra 

information, see Bible Citation blog.  

Example: Paul repeats this idea (2 Thess 1:6-7).  

Matt   Matthew  

Mark   Mark  

Luke   Luke  

John   John  

Acts   Acts  

Rom   Romans  

1-2 Cor   1-2 Corinthians  

Gal    Galatians  

Eph   Ephesians  

Phil   Philippians  

Col    Colossians  

https://sbtswriting.squarespace.com/blog/2018/10/17/bible-references-citations-and-translations-a-how-to-guide
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1-2 Thess   1-2 Thessalonians  

1-2 Tim   1-2 Timothy  

Titus   Titus  

Phlm   Philemon  

Heb   Hebrews  

Jas    James  

1-2 Pet   1-2 Peter  

1-2-3 John   1-2-3 John  

Jude   Jude  

Rev   Revelation  

Students requiring abbreviations for the Apocrypha and Septuagint, the Old 

Testament Pseudepigrapha, Dead Sea Scrolls and related texts, Philo, Josephus, Mishnah, 

Talmud, targumic texts, other rabbinic works, apostolic fathers, Nag Hammadi codices, 

New Testament Apocrypha and Pseudepigrapha, classical and ancient Christian writings, 

Latin names of biblical books, papyri, ostraca, epigraphical citations, and ancient Near 

Eastern texts should consult The SBL Handbook of Style (see 8.3.3–17). For abbreviations 

of secondary sources (e.g., journals, periodicals, major reference works, and series), 

consult The SBL Handbook of Style (8.4). Students may also choose to consult the 

“Abbreviations of Modern Publications” here. Consistency should always be maintained. 

4.10 Capitalization List  

For a more complete list, see The SBL Handbook. 

4.11 Transliteration 

Students are encouraged to incorporate Hebrew and Greek fonts in their 

writing. If transliteration is necessary, students should use the following transliteration 

styles from The SBL Handbook of Style (5.1.2 “General-Purposes Style” and 5.3 

“Greek”), reproduced below. 

http://cba.cua.edu/instruct2%5Ccbqinstr%5Cinstrcbq.pdf
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4.12 Tables and Figures 

Tables are used for data presented in rows and columns; all other graphics 

should be labelled as figures in a thesis, dissertation, or D.Min. project (see Turabian 26 

“Tables and Figures,” but note the ways in which this form and style writing manual 

emends or otherwise departs from these instructions). 

4.12.1 Tables 

Every table must have both a number and a title above it, centered on the page 

(see table 2 under section 4.11.1). The word “Table” should precede the number, which 

begins at 1 and proceeds sequentially throughout the text of a thesis, dissertation, or 

D.Min. project. A period should follow the table number. The title of a table follows the 

table number and should appear capitalized sentence style (i.e., only the first word and 

proper nouns are capitalized), but with no final punctuation. The length of the table title 

should not extend beyond the width of the table. Longer titles should be broken into two 

or more lines and appear in inverted pyramid style. A single space should separate the 

table title from the table itself. 

Numbering tables in appendixes should restart at 1 prefixed with the letter 

“A”: for example, Table A1. Numbering should proceed sequentially throughout all 

appendixes. When tables appearing in appendixes are referenced in the text, always 

include with the reference the appropriate appendix number: for example, “See table A1 

in appendix 1.” 

A full border should outline tables. Use borders on all sides of a cell except 

where data spans two cells and the interior border is not appropriate. All borders and 

rules should be 1/2 point or hairline width. 

Tables are presented in the same font, size, and color as the body of text (see 

“1.2 Font”). If reducing the font size in a table allows for the table to be on a single page 

instead of spread over two pages, 10 point font size is allowed. If a table needs to 

continue onto a second page, do not put a bottom border on the first page. The column 
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headings need to be repeated on the second page. (For an example, see this style guide’s 

table of contents. Notice how “chapter” and “page” are repeated at the top of each page.) 

Bold, underline, and colored text should be avoided for emphasis, but italic font may be 

used for category titles within the table. 

Numbers in cells should appear right aligned and decimal aligned with equal 

number of decimal places. When no data is contained in a cell, use an em dash (—) to 

indicate no data rather than a hyphen (-) or zeros; however, use zeros to indicate 

computed results in a distribution of data. Use at least one leading zero before a decimal 

figure less than one. Do not repeat % or $ symbols in each cell, but indicate the symbol in 

the categorical title. 

If necessary, a table note should appear below the table, separated by a single 

space. Notes aid readers in interpreting the data or explaining the table. They should 

appear left justified and should be capitalized sentence style with no terminal 

punctuation. The word “Note” followed by a colon should precede the note. All text 

should appear left justified and single-spaced. See the sample paper after chapter 2. 

Any table and its corresponding title (and note, if any), should be separated 

from text or other graphic above and below with three blank lines. Tables appear centered 

between the left and right margins horizontally and, when filling a full page, between the 

top and bottom margins. Do not split a table that could fit on a single page. If a table can 

fit on one page but remaining space in the document does not allow for the table to fit on 

the page, the whole table should appear at the top of the next page. 

If necessary to avoid large white space, move text to fill the preceding page 

when the whole table is moved to the next page. When a table is larger than one full page, 

continue the table on the next page. When spanning more than one page, a modified table 

title should appear on subsequent pages consisting of the word “Table,” the table number, 

and the word “continued” with no terminal punctuation, all in italics. The table note, if 
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any, should appear on the final page below the last line of the table. Tables should be 

formatted to fit within the page margins of the document (see “1.4 Margins”). 

4.12.2 Figures 

Every figure must have a number and title. The formatting is similar to the 

formatting for tables (“4.12.1 Tables”) with two exceptions: figure numbers and titles 

appear one single space below the figure, and the word “Figure” should replace the word 

“Table.” 

Unlike tables, figures do not require a border unless they are reproductions and 

part of the original documents. 

If necessary, a figure note or legend should appear below the figure title, 

separated by a single space. Otherwise, the formatting is same for table notes (“4.12.1 

Tables”). 

All graphics and research instruments must fit within the margin specifications 

for papers, dissertations, or D.Min. projects to ensure proper integration in the document 

(see “1.4 Margins”). 

Configure all figures according to grayscale colors to ensure appropriate 

sharpness, clarity, and contrast when printed with black ink. 
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CHAPTER 5 

FOOTNOTE AND BIBLIOGRAPHIC FORMS 

For footnote and bibliography forms, use the guidelines for “Notes-

Bibliography Style” in chapters 16 and 17 of Turabian in your papers, theses, projects, 

and dissertations. 

This chapter 5 of the FTSOC form and style writing manual contains 

supplemental material about specific FTSOC requirements. Please obtain a copy of 

Turabian because many of its guidelines are not reproduced in this manual. You may also 

consult chapters 16 and 17 of Turabian. You may also find helpful information about 

unusual or complicated citations in chapter 14 of The Chicago Manual of Style (17th ed.). 

5.1 Shortened Footnotes 

In papers, students should provide a complete citation the first time they cite a 

work. Subsequent citations of this work should appear as a shortened “author-title” 

footnote (see Turabian 16.4.1 “Shortened Notes”). Do not use “author-only” footnotes. 

Use the author-title format instead. Both Turabian and The Chicago Manual of Style 

discourage the use of “Ibid.” beginning with the 9th edition. (See the next page for 

examples of the change.) “Ibid.” is an option, but note the following problems: (1) Using 

ibid. is not permitted in the first footnote on any page, and (2) if you insert any additional 

information between the citation and an “Ibid.,” the “Ibid.” no longer refers to the correct 

source. Extreme care must be taken when using “Ibid.” More information on using ibid. 

and the changes from the previous version of Turabian are included below. Also see 

Turabian 16.4.2. 
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“Ibid.” Is Discouraged 

Turabian 8th ed. encouraged academic writers to use “Ibid.” for subsequent 

references to the same source. Your footnotes would have looked like this: 

Now, however, Turabian 9th ed. discourages the use of “Ibid.” in footnotes. 

Instead, after you have given full citation (long form), you should use the short form 

(“last name-shortened title-page number”) for all subsequent citations to the same source. 

You may use “last name-page number” (super short form) only below a single short form 

citation of the same source. However, you may well choose to use short form citations 

throughout (a never use super short form citations). This decision is perfectly acceptable. 

If you do choose to use super short form citations, then your footnotes should look like 

this: 

If you cite multiple sources by the same author, then you must always include the 

shortened title in subsequent references to the same work so as to not confuse the reader. 

Omit the page number in subsequent citations to the same page location as the previous 

citation of the same source. 
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5.2 Author’s Name 

In footnotes, each author’s name must appear as it is listed on the title page of 

his/her work. Do not include any titles (e.g., Dr., Rev., etc.). In bibliography entries, the 

author’s name should appear in inverted order (e.g., Lee, Hongkil P.). If authors have a 

“Jr.,” “Sr.,” or number such as “III” with their name, that designation goes at the end of 

the reversed name in the bibliography. 

Examples: 

R. Albert Mohler Jr. = Mohler, R. Albert, Jr. 

Tremper Longman III = Longman, Tremper, III. 

See also Turabian 16.2.2.2 “Special Types of Names.” 

5.3 Commentary in a Set or Series 

It is important to distinguish between commentaries that are a part of a set and 

those that are a part of a series as this distinction dictates how to cite the commentary. 

5.3.1 Commentary Series 

When each volume of a commentary collection is individually authored and 

individually titled, this is a commentary series. Examples include Anchor Bible 

Commentary, Baker Exegetical Commentary on the New Testament, Hermeneia, 

Interpretation, New International Commentary on the Old Testament, Pillar New 

Testament Commentary, and Word Biblical Commentary. Consult Turabian 17.1.5 

“Series” for citing commentaries that belong to this category. When citing a volume from 

a commentary series, the volume is italicized, but the title of a commentary series is not 

italicized. 

5.3.2 Commentary Set 

When citing a selection from a volume in a commentary set, the selection (the 

book length contribution by the author) and the commentary set title are both italicized. 
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5.3.2.1 Multiple authors. When each volume of a commentary collection 

compiles book-length entries, each individually authored, this is a commentary set. 

Examples include The Expositor’s Bible Commentary, The Interpreter’s Bible, The New 

Interpreter’s Bible, and Zondervan Illustrated Bible Backgrounds Commentary. Consult 

chapter 7 “Research Paper, Citation Examples, Commentary” or Turabian 17.1.4 

“Volume” for citing commentaries that belong to this category. 

In addition to the guidelines in Turabian for a footnote, you should include 

specific page number(s) for an individual entry in a commentary set. In the footnote, 

include comprehensive pages only if you are citing the work in its entirety and not a 

specific page or page range. 

Note that in both the footnote and the bibliography, the title of the entry is 

followed by “In vol.” to indicate that the entry is a part of the volume, not the volume in 

its entirety. The individual title of volume 1 in this series, General Articles on the Bible; 

General Articles on the Old Testament; Genesis; Exodus; Leviticus, is omitted in both 

references. Note also that in the bibliography, the multivolume title, The New 

Interpreter’s Bible, is punctuated with a period and the subsequent term “Edited” is 

capitalized. 
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5.3.2.2 Single author. When a single author is responsible for an entire 

commentary collection, this too is a commentary set. For example, 

5.4 Abbreviating the Books of the Bible 

In footnotes and parenthetical citations, all books of the Bible are abbreviated 

without periods. (See Abbreviations in 4.9 for the FTSOC required abbreviations.) 

5.5 FTSOC Citation Quick Guide 

The FTSOC Citation Quick Guide begins on the following page. 
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CHAPTER 6 

STYLE GUIDELINES FOR PROSPECTUSES, THESES, 
DISSERTATIONS, AND PROJECTS 

The style guidelines for prospectuses, theses, dissertations, and projects follow 

the General Style Guidelines discussed in chapter 1. Below are additional or exceptional 

guidelines that address the unique aspects of prospectuses, theses, dissertations, and 

D.Min. projects. Section 6.1 is specific to the prospectus. Sections 6.2–6.15 describe the 

elements of a thesis, dissertation, and project. 

6.1 Prospectus 

For the title page of a prospectus, see 6.4 “Title Page.” Text-based Ph.D. 

prospectuses should include the following six sections (using first-level subheadings as 

demonstrated below).  

Thesis 

Methodology 

Historical Summary of the Research 

Significance 

Argument 

Bibliography 

Each section is described below. The prospectus should be 3000 words in 

length, not including footnotes or bibliography. 

6.1.1 Thesis 

This section should include the research question as well as a clear thesis 

statement. 
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6.1.2 Methodology 

This section should include a summary of the methods you will employ to 

advance your thesis. 

6.1.3 Historical Summary of the Research 

This section summarizes the history of the research previously completed in 

the field, showing the state of research prior to this doctoral work’s contribution. 

6.1.4 Significance 

This section shows the significance of the research for the field of study, 

demonstrating the need for the research to be done. 

6.1.5 Argument 

This section is a detailed explanation of the dissertation’s argument in 

paragraph form, not outline form. 

6.1.6 Bibliography 
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6.2 Order of Pages for Dissertations, Theses, Projects 

The title page should not show a page number. If there is any front matter, it 

should be paginated with lower case Roman numerals. Use Arabic numerals beginning 

with the first page of text (page “1”) and continuing throughout the rest of the paper, 

including sections subsequent to the main body of the paper (i.e., appendix, 

bibliography). Center all page numbers below the bottom margin, 0.7 inch from the 

bottom of the sheet. 

6.3 Copyright Page 

The copyright page should include the word “Copyright,” followed by the 

copyright symbol, followed by the anticipated year of graduation, followed by the 

author’s full legal name (no initials). Below this line, the copyright notice should appear 

single-spaced and read, “All rights reserved. Faith Theological Seminary of Catonsville 
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has permission to reproduce and disseminate this document in any form by any means for 

purposes chosen by the Seminary, including, without limitation, preservation or 

instruction.” 

6.4 Title Page 

The layout of the title page for a prospectus, thesis, dissertation, or D.Min. 

project follows the instructions discussed on “2.2 Title Page” with the following 

exceptions. 

The second item of information identifies the work as either a “Prospectus,” 

“Thesis,” “Dissertation,” or “Project.” This work is presented to “the Faculty of / Faith 

Theological Seminary of Catonsville” (not to an individual faculty member). 

The third item of information identifies the degree for which this project is a 

requirement, “In Partial Fulfillment / of the Requirements for the Degree [type of 

degree].” 

6.5 Approval Sheet 

The heading “APPROVAL SHEET” (bold and in all CAPS) appears centered 

2 inches from the top of the page. On the third single-spaced line below that heading, 

center the title of the work (double-spaced and in all CAPS, as on the title page). On the 

fourth single-spaced line below the title, print your full name (do not use all CAPS or 

include the word “by”). 

On the fourth single-spaced line below your name, include “Read and 

Approved by:” left justified. On the fourth single-spaced line below this, include a 3.5-

inch solid line, indented 0.7 inch. On the next single-spaced line, indent 0.7 inch and type 

the formal name of the chair (for Ed.D., D.Miss., or Ph.D. students) or faculty supervisor 

(for D.Min. or D.Ed.Min. students) of your supervisory committee followed by the 

parenthesis “(Chair)” or “(Faculty Supervisor),” respectively. On the fourth single-spaced 

line below the name of the chair or faculty supervisor, include another 3.5-inch solid line, 
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indented 0.7 inch. On the next single-spaced line, indent 0.7 inch and type the formal 

name of the second reader of your supervisory committee (no parenthetical designation 

follows this name). If your supervisory committee has a third member, include a third 

solid line and name, following the previous instructions. Do not include a line for an 

external reader, even if an external reader serves as the third member of your supervisory 

committee. D.Min. projects have two signature lines. The name is followed by the 

parenthesis “(Faculty Supervisor).” Th.M. theses will include only a single name line 

followed by the parenthesis “(Faculty Advisor).” 

On the fourth line below the name of the last reader, type the word “Date” left 

justified followed by a 2.5-inch solid line. 

Consult the Seminary catalog for the formal name of the members of your 

supervisory committee. Do not add professional titles before or degrees after the formal 

name. 

6.6 Dedication Page 

A dedication page is optional. The dedication appears centered and in the 

middle of the page. Use double-spacing (i.e., “exactly 24 point”). 

6.7 Table of Contents 

The heading “TABLE OF CONTENTS” (in all CAPS) appears 2 inches from 

the top of the page. On the third line below the heading, the word “Page” should appear 

right justified. Use double-spacing for the contents of the table that follow. The entries 

correspond to chapters, headings, and subheadings which follow the table of contents. If 

the chapter title, heading, or subheading of any entry is too long for one line, subdivide 

the entry and single-space, leaving at least a 0.5-inch space between any portion of the 

chapter title and the page number. Align the second line of a chapter title with the first 

line. The second line of a subheading should be indented 0.35 inch more than the first 

line of that subheading. 
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Major headings (such as LIST OF ABBREVIATIONS, PREFACE, and 

BIBLIOGRAPHY) appear in all CAPS. Chapter titles and appendix titles are also in all 

CAPS. The words “Chapter” and “Appendix” should appear left-justified before the 

entries of chapter titles and appendix titles. All other levels of heading are capitalized 

headline style (see Turabian 22.3.1.1). 

Include all subheadings with their page locations in the table of contents unless 

doing so would lengthen the table to more than four pages. In such cases, the table of 

contents may be limited to first- and second-level subheadings or to first-level 

subheadings only. Chapter titles are preceded by the chapter number, a period, and the 

spacing created by the computer. The chapter number is indented 0.35 inch from the left 

margin. First-level subheadings are indented 0.35 inch from the position of the chapter 

number (0.70 inch from the left margin). Each level subheading is indented 0.35 inch 

more than the previous level. 

Leaders from an entry to its page number should be arranged using periods 

(not dashes, solid lines, or other characters). 

Page numbers are justified to the right margin; the last number of each page 

reference should line up vertically. 

Subsequent pages of a table of contents begin at the top (1-inch) margin with 

the word “Chapter” left-justified and the word “Page” right-justified. However, if no new 

chapter is listed on a subsequent page, omit the word “Chapter.” The next line continues 

the sequence of entries from the previous page. 

Each page in the table of contents is numbered with lower case Roman 

numerals centered at the bottom of each page (beginning with either iii or iv, depending 

on whether or not a dedication page is included). 
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6.8 Lists in Preliminary Pages 

If a list of tables, figures, or examples contains more than 9 entries, indent the 

first 9 entries so that the periods after the two-digit numbers align with the periods after 

the single-digit numbers. 

In a list of abbreviations, four blank spaces must appear between the longest 

abbreviation and its descriptive text. Once the ruler position of the start of the longest 

abbreviation’s descriptive text is determined, create a left align tab stop for that position 

and apply it to all entries in the list (logically, shorter abbreviations will have more spaces 

between their entries and their descriptive text). 

What should be included in your list? Titles of sources used so frequently in 

your footnotes that the abbreviation helps declutter the footnotes (e.g., titles of 

commentary series, titles of journals, specialty dictionaries or lexicons.) The list should 

not include abbreviations of versions for the Bible, names of churches, programs, 

institutions (e.g., the IMB). To abbreviate any of those, when you first mention the name, 

write it out fully and insert the abbreviation in parentheses and then finish the sentence. 

Then use the abbreviation thereafter. It does not need to be fully written out in any other 

chapter. [For example: “The bylaws of First Baptist Church of Reedsburg (FBCR) concur 

with this stance. Further, FBCR’s bylaws state . . .” ] 

6.9 Preface 

The preface is a place to acknowledge the influence, assistance, or support of 

individuals or organizations throughout the course of your education and/or particularly 

during the course of writing the dissertation, thesis, or project. It is also a place for 

personal reflection; as such, it should not include any argumentation of or discussion 

about your thesis. Mention your supervisor by name and mention his or her efforts on 

your behalf. A thank you to FTSOC would not go amiss either. 

The heading “PREFACE” (in all CAPS) appears 2 inches from the top of the 

page. The preface begins on the third line below the heading. The author’s name 
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(informal is permissible only here) appears on the third line below the last line of the 

preface, right-justified. The city and state of composition appears on the next line, left-

justified. Do not abbreviate the state name. The month and year of anticipated graduation 

appears on the next line. Use standard dating (month, day, year). Do not abbreviate the 

month. 

6.10 Body of the Text 

On the first page of each chapter, the word “CHAPTER” in all CAPS, 

followed by its corresponding Arabic numeral, should appear 2 inches from the top of the 

sheet (see also “2.5 First Page of Text”). The chapter title is placed in all CAPS on the 

second single-spaced line below the word “CHAPTER.” If the chapter title is more than 4 

inches long, it must be divided, arranged inverted pyramid style (i.e., each subsequent 

line is shorter than the line above it), and be single-spaced. The title of the dissertation, 

thesis, or project never serves as the title of chapter 1. Instead, use “Introduction” as the 

title for chapter 1, unless your supervisor approves some other title. 

The first line of text is placed on the third single-spaced line below the chapter 

title. The spacing between the chapter title and the first line of text is the same as between 

the last line of text and a subheading (see also “2.7 Subheading”). 

Line spacing, indentation, and block quotation guidelines all conform to 

previous sections of this manual (see “1.3 Line Spacing” and “2.8 Indentations”). 

Begin using Arabic numerals for the pagination of the body of the text (see 

also “6.2 Order of Pages”). The first page of chapter 1 is always page 1. 

6.11 Footnotes 

Footnotes are numbered consecutively, starting over with number 1 at the 

beginning of each chapter. Footnote entries must be given in full the first time a work is 

cited. However, first references may use abbreviations given in a List of Abbreviations at 

the beginning of your work. Subsequent references within a chapter should be shortened 



   

 65 

(see also “2.9 Footnotes,” chapter 5 “Footnote and Bibliographic Forms,” and Turabian 

chapter 16). 

6.12 Appendices 

If your work has one appendix, the heading “APPENDIX” (in all CAPS) 

should appear 2 inches below the top of the page. The text of the appendix follows on the 

third single-spaced line below the heading. If you wish to give the appendix a title, place 

the title below the heading, like a chapter title (see “6.7 Table of Contents” and “6.10 

Body of Text”). If you have more than one appendix, you must number each appendix as 

you do chapters (APPENDIX 1, APPENDIX 2, etc.), and each must have its own title. 

As with chapters, the pagination of your work continues successively through 

the appendix or appendices with the page numbers centered at the bottom margin. 

6.13 Bibliography 

All dissertations, theses, and projects must include a bibliography. Spacing, 

formatting, and page layout are the same as for research papers (see “2.11 

Bibliography”), except for the left and right margins, which for all doctoral manuscripts 

should be 1.25 inches. Bibliographic entries should be alphabetized (see “2.11.2 

Arrangement” and Turabian 16.2.2 “Arrangement of Entries”). 

Turabian 16.2.2 recommends no bibliographic subdivisions. However, a 

bibliography may be divided among books, articles, theses and dissertations, and 

unpublished materials (in that order). If your professor instructs you to subdivide your 

bibliography into types of resources, ask your instructor which categories to use for types 

of resources. Use first-level subheading to divide the bibliography (see instructions in 

“2.7 Subheadings”). Leave one empty single-spaced line between a subhead and the first 

entry under that subhead. It may also be desirable to separate primary and secondary 

works. The works in each section of a bibliography must be arranged alphabetically. 

Consult with your committee their preference. 
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6.14 Abstract 

The abstract of the thesis, dissertation, or project presents a brief synopsis of 

the work. It will appear in a database along with bibliographic information on your thesis, 

dissertation, or project. The abstract should include (1) the complete title of your work as 

it appears on the title page (but single-spaced), (2) your full legal name as it appears on 

the title page, (3) the degree for which the thesis, dissertation, or project was written, 

which also appears on the title page, (4) your institution (i.e., Faith Theological Seminary 

of Catonsville), (5) the year of submission, (6) the name of your chair or faculty 

supervisor, and (7) the body of the abstract, which may not exceed 350 words for 

dissertations or 150 words for theses and projects. 

6.15 Vita 

The vita provides brief autobiographical information. It should appear on a 

page by itself after the bibliography and should not be more than one page. It includes the 

following categories of information: author’s name, education (e.g., colleges, 

universities, and seminaries attended and degrees conferred), academic publications if 

any (only include peer-reviewed or edited works), professional organizations (e.g., 

Society of Biblical Literature, Evangelical Theological Society), and academic and 

ministerial employment. Each category should appear in CAPS and be left-justified. The 

items under each category should appear single-spaced and indented 0.7 inch. One empty 

single-spaced line should separate each category. 

Do not include seminar papers, conference papers, materials prepared for a 

project, your thesis, or dissertation. Only peer-reviewed articles and scholarly books you 

have published should be included in the vita. 

6.16 Using Color 

The primary color of the document, including text, graphics, and appendixes, 

should be black on white. However, color is allowed in rare situations when permission is 
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granted in advance by the doctoral studies office. (Supervisors cannot grant this 

permission.) In graphics or appendixes, color is permitted only when it has a functional 

and necessary purpose (e.g., using colored diagrams to illustrate the synoptic problem). 

Colors are not permitted for purely aesthetic reasons. If you are submitting your 

document electronically to ProQuest (this applies to all doctoral dissertations, theses, and 

projects), you should format URLs into hyperlinks that should appear underlined and in 

the default blue color associated with hyperlinks. 

6.17 Line Spacing 

Doctoral pages should always use “exactly 24 point” instead of double 

spacing. (See “1.3 Line Spacing.”)
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