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STYLE AND FORM STANDARDS FOR PAPERS, THESES, AND DISSERTATIONS
Erskine Theological Seminary

Adopted by the Faculty, August 21, 2008

A research paper, thesis, or dissertation is a formal, scholarly, literary project that must conform to accepted standards of writing in terms of both style and form. This document seeks to describe these accepted standards and to highlight problems that arise frequently in the writing of a dissertation, thesis, or research paper.
 Except where noted otherwise, the standards contained in this document are taken from the following standard works: 

Strunk, William Jr., and E. B. White. Elements of Style. 50th Anniversary Edition. Longman: 2008.

Turabian, Kate L. A Manual for Writers of Research Papers, Theses, and Dissertations: Chicago Style for Students and Researchers. Revised by Wayne C. Booth et al. 7th Edition. Chicago: University Press, 2007.

The Chicago Manual of Style: The Essential Guide for Writers, Editors, and Publishers. 15th edition, Chicago: University of Chicago Press, 2003.

Students should familiarize themselves thoroughly with the standards that follow and apply them consistently. For a Turabian software program, one may wish to consider StyleEase at http://www.styleease.com/ChiMain.htm.

General Guidelines

1. Avoid verbosity and thesaurus abuse. Write with an economy of words in a clear, succinct, smooth, prose manner.

2. Consistency is always the norm in formal writing. Use only one form of style throughout the document.

3. In general, avoid use of the personal pronoun "I." However, using “I” is preferable to such constructions as "this writer," "this author," and "the student." When references to oneself are necessary, as in sections where the background of a document or personal conclusions are stated, limited use of the personal pronoun "I" is permissible.

4. Racism, sexism, and ageism in both language and attitude are not permitted.

5. Use active voice and the present tense for verbs, when possible. For example:

"John Calvin writes" rather than "John Calvin wrote (or has written)"

"Luther states" rather than "Luther stated (or has stated)"

"Scholars contend" rather than "It has been contended by scholars that . . ."

"The pastor called the boy" rather than "The boy was called by the pastor"

6. Avoid beginning many sentences in the same manner, and similarly, avoid repeating a word or phrase in the same sentence unless it is clearly necessary to do so.

7. Be certain that antecedents are easily identifiable. Constructions such as "It is" and "This is" often are ambiguous. Also, always avoid dangling modifiers. 
Dangling modifier: a word or phrase which has no definite focus or in which the focus is misplaced. Consider the following example: "Sitting among the teachers of the law, Jesus' mother called him." Corrected: "Sitting among the teachers of the law, Jesus heard his mother call him."

8. Generally speaking, avoid splitting infinitives and ending sentences with prepositions, although limited use of these constructions is permissible.

Split infinitive: placing an adverb between the word "to" and the verb it governs. For example: "To diligently research" should be written as "to research diligently" in order not to split the infinitive.

Ending with a preposition: a preposition is used to show the relationship between its object and another word in the sentence. Therefore, it should not normally come at the end of a clause or sentence. Instead of writing,  "Those seeking to murder Paul demanded to know where he was at," it is better to write, "Those seeking to murder Paul demanded to know where he was being hidden."

9. A basic rule in writing is to be both accurate and consistent.

Punctuation


One should strive to use the fewest punctuation marks necessary to provide clarity of expression. The following notes provide direction in some of the more commonly encountered problems in punctuation. More detailed guidance is available in Turabian (7th edition), Strunk and White, or The Chicago Manual of Style, 15th edition. References to applicable sections of Turabian are included below. These references take the form [T 21.1 (296)], which means “Turabian (7th edition), section 21.1, found on p. 296.”
1. Terminal punctuation. One space should follow terminal punctuation in running text. Never use double punctuation. For example, a question mark takes precedence over a comma as a footnote entry ("Is Jesus God?" Review and Expositor, etc.). [T 21.1 (296)]
2. Comma. Use commas judiciously for clarity of meaning and smoothness of expression. A series of three or more words, phrases, or clauses takes a comma between each of the elements and before a conjunction separating the last two. [T 21.2 (297-8)]
3. Colon. One should use a colon to introduce a series of elements, illustrative material, or a list. One should not use a colon after a verb, but should instead add an introductory element such as “as follows” before using a colon. [T 21.4 (302)]
4. Virgule or slash. Avoid using the virgule (/) whenever possible. It is acceptable, however, to make infrequent use of "and/or" and “his/her.” [T 21.9 (305)]
5. Quotation Marks. Use full quotation marks (") to enclose direct quotations and unusual terms. Use single quotation marks (') to enclose a quotation within a quotation that is run into the body of the text. Example: Addressing the necessity of editing one's own written work, Donald M. Murray states, "Peter F. Drucker, the prolific business writer, calls his first draft 'the zero draft'—after that he can start counting." [T 21.10 (305-6)]
One may also use single quotation marks when translating a foreign term or phrase into English, e.g., Geschichte, 'history' and when setting off special terms such as 'death of God.' Note that the closing period (comma or semi-colon) is placed within the closing quotation mark. [T 21.10 (305-6)]
6. Dash. The dash (technically called an “em dash”), is typed as two hyphens with no space between or on either side of them. Most word processors now offer the option of a solid em dash (—) as opposed to the use of two hyphens (--), and many of them will automatically turn two hyphens into a proper em dash. [T 21.7.2 (303)]
7. Underlining and Italics. One may either underline or italicize titles of works. However, one should use only one of these options in a document. Because contemporary word processors make it just as easy to italicize as to underline, italicizing is now preferred. [T 22.3 (313)] 
8. Boldface type. Do not use boldface type.

Typeface and Lines Per Page


Not too small; and not too large. Do not use ornamental typefaces. Instead, use either Times Roman, Times New Roman (the typeface used in this manual), or Palatino. Twelve-point type (ten characters per inch), as is used in this manual, is standard for text. It is permissible to use ten-point type (twelve characters per inch) for footnotes. [T A.1.2 (374)]

Double-spaced pages should have between twenty-five and twenty-seven lines of text per page. Of course, pages with footnotes will have fewer lines of text. Print the text on only one side of the paper. 
Capitalization


Capitalization follows general conventions. Note the following guidelines:


1. Full caps, i.e., UPPERCASE, are used for all major divisions including titles of theses, dissertations, chapters, tables of content, preface, indexes, list of tables, list of abbreviations, abstracts, bibliographies, and appendices.


2. Capitalize only the first letter of each main word in the heading or subheading of the Table of Contents.


3. Capitalize terms referring to the Holy Bible: Bible, Biblical, Scripture, Scriptural, and Word of God. Likewise, capitalize "Christian." Capitalize "Gospel" only when referring to a specific book of the Bible. Capitalize "Church" when referring to a specific congregation or body (as in the Due West ARP Church) or to the Church universal, but write "church" (all lowercase letters) in reference to a local congregation when its proper name is not cited (for example, "They attend church faithfully" versus "They attend Riverside Presbyterian Church regularly.").

4. Spell out references to particular centuries, in lowercase. [T 23.3.2 (328)]
Abbreviations


1. Do not use titles such as 'Dr.' or 'Prof.' when referring to authors, scholars, or professors in text, footnotes, or the bibliography. In the first citation in text, give the person's complete name; then use only the last name in subsequent references unless the first or other name is necessary for clarity and distinction (e.g., Franklin Graham vs. Billy Graham).


2. You may abbreviate 'saint' when it stands before the name of a Christian saint (St. Thomas Aquinas), but it is better to omit 'saint' altogether before the names of well-known Christians such as apostles, evangelists, and church fathers (Matthew, Mark, Luke, Paul, Augustine, Jerome, etc.).


3. Never spell out dates and page numbers. Do not begin a sentence with a numeral; either spell out the number or rewrite the sentence so that the number does not begin the sentence (e.g., "Two hundred years ago . . . ."). [T 23.3.1 (327-8)]

4. Spell out numbers of less than three digits in the body of the text. Use numerals for all numbers 100 or more. For example: "Only twenty-nine percent of church-goers can recite more than 150 verses of Scripture from memory." [T 23.1.2 (319-20)]

5. Use the abbreviation "no." instead of the number or pound sign (#).


6. A period and a space are used after the initials of personal names (e.g., W. H. F. Kuykendall), but there is no space after an internal period of standard abbreviations typically used for scholarly degrees and professional and honorary designations (e.g., D.Min., M.Div., Ph.D., B.A., M.D., S.T.B., etc.). [T 24.2.1 (333-4)]

7. Spell out a civil, military, professional, or religious title when it precedes the family name alone (e.g., Senator Thurmond, Reverend Jones, etc.), but use the appropriate abbreviation before a full name (e.g., Rev. Martin Luther King, Jr.). [T 24.2.2 (334-5)]

8. In the citation of Scripture, the following forms are preferred:



In text: 2 Samuel 12:7, or, if beginning a sentence: Second Samuel 12:7



In footnotes and parentheses: 2 Sam. 12:7 [T 17.5.2 (190-1)]

9. In formal writing, do not abbreviate references to the year (e.g., 1995 instead of '95). [T 23.3.1 (327)]
10. You may use an ampersand (&) in footnotes and bibliographies when applicable, but you must spell “and” out in text. For example: Harper & Row (footnote); Harper and Row (text).

7. You may use the following abbreviations for Scriptural references in footnotes and parentheses (based upon The Chicago Manual of Style, 15th edition):

Old Testament

Genesis
Gen.

Exodus
Exod.

Leviticus
Lev.

Numbers
Num.

Deuteronomy
Deut.

Joshua
Josh.

Judges
Judg.

Ruth
Ruth

1 Samuel
1 Sam.

2 Samuel
2 Sam.

1 Kings
1 Kings

2 Kings
2 Kings

1 Chronicles
1 Chron.

2 Chronicles
2 Chron.

Ezra
Ezra

Nehemiah
Neh.

Esther
Esther

Job
Job

Psalms
Ps. (pl. Pss.)

Proverbs
Prov.

Ecclesiastes
Eccles.

Song of Solomon
Song of Sol.

Isaiah
Isa.

Jeremiah
Jer.

Lamentations
Lam.

Ezekiel
Ezek.

Daniel
Dan.

Hosea
Hos.

Joel
Joel

Amos
Amos

Obadiah
Obad.

Jonah
Jon.

Micah
Mic.

Nahum
Nah.

Habakkuk
Hab.

Haggai
Hag.

Zechariah
Zech.

Malachi
Mal.

New Testament

Matthew
Matt.

Mark
Mark

Like
Luke

John
John

Acts of the Apostles
Acts

Romans
Rom.

1 Corinthians
1 Cor.

2 Corinthians
2 Cor.

Galatians
Gal.

Ephesians
Eph.

Philippians
Phil.

Colossians
Col.

1 Thessalonians
1 Thess.

2 Thessalonians
2 Thess.

1 Timothy
1 Tim.

2 Timothy
2 Tim.

Titus
Titus

Philemon
Philem.

Hebrews
Heb.

James
James

1 Peter
1 Pet.

2 Peter
2 Pet.

1 John
1 John

2 John
2 John

3 John
3 John

Jude
Jude

Revelation
Rev.

or Apocalypse
Apoc.

Consult The Chicago Manual of Style, 15.52 (579) for abbreviations for apocryphal documents.

Consult The SBL Handbook of Style (Peabody, Mass.: Hendrickson, 1999) for all other abbreviations related to scholarly work in the field of religion.

Margins and Indentations

1. For a paper, leave a margin of one inch or 1-1/4 inch on all four sides. For a thesis or dissertation, leave a margin of 1-1/2 inch on the left (so that the text will remain centered on the page after binding) with a one inch margin at the top, bottom, and right. Nothing should intrude into the margins except the page numbers, which should appear between 1/2 inch and 3/4 inch from the top and right margins. The page number for numbered first pages appears centered 3/4 inch to one inch from the bottom of the page. [T A.1.1 (374)]
2. Paragraphs should be indented one tab stop of 1/2 inch. Footnotes are indented the same as paragraphs. [T A.1.4 (375); 16.3.4 (152)]
3. Set block quotations in one tab stop (1/2 inch) from the left margin but never from the right; maintain the normal right margin. If the block quotation has a paragraph opening (indentation), that paragraph opening is indented an additional four spaces from the left. Observe correct usage in the following italicized example that incorporates a block quote within a normal paragraph setting [T 25.2.2 (350)]:


This example demonstrates the proper use of margins and indentations to be used when preparing one's document. These standards, adopted by the faculty of Erskine Theological Seminary, should be adhered to consistently. In fact, Turabian states that:


The critical rule for paragraph indentation is consistency. Whether the amount is five or eight spaces or some other measure, it must always be the same. Word processing programs generally have a standard indentation key. Block quotations (extracts) of prose all should be indented the same distance from the left margin of the text, and paragraph openings within them should have a consistent additional indentation.

Hence, Erskine Theological Seminary's standards are consistent with those of current practice. Style and form standards are necessary for ease of reading and for the clear presentation of one's research in ministry.

4. Write text using left-hand justification only; do not use full justification. The right-hand edge of text should have a "ragged" edge as is used in this manual.

Word Division


When it is necessary to hyphenate a word, it is always best to consult a dictionary for proper division (hyphenation) of the word. See Turabian 20.3.1-20.3.2 for basic guidelines.

Headings


Headings and subheadings are used to clarify the organization that should be inherent in a paper or dissertation; they are not a substitute for clear organization. A chapter's organization and flow should be clear even without the marking of its subdivisions. One should strive to present the material in such a manner as to not require extensive and complex subdivisions.


The first or higher level headings should have greater attention value than lower headings. Attention value customarily is ascribed through the use of position (centered, side), the type of text (italic, bold, underline), and spacing (blank space above and below). Note that the generic heading "CHAPTER" together with the chapter's title, also rendered in all caps, stand apart from the text headings and are not to be considered as a heading "level." The following heading divisions may be used in the text following chapter and title names.

1. Centered heading, italicized, capitalized headline style; triple space above and below the heading. For headings over four inches long, divide the heading using a single-spaced, inverted-pyramid format:

The Resurrection and the Controversy between

the Sadducees and Pharisees

2. Centered heading in text type, capitalized headline style; triple space above and below the heading. For headings over four inches long, divide the heading using a single-spaced, inverted-pyramid format:

The Wounded Healer in Contemporary Theology

3. Side heading placed flush left, italicized, capitalized headline style. Triple space above with double space below. Side headings more than two and a half inches long should be divided with the shorter portion placed a single space below, indented two spaces:

The Relationship of the Fourth Gospel

 to the Synoptic Gospels 

4. Side heading placed flush left, capitalized headline style. Triple space above and double space below. Side headings more than two and a half inches long should be divided with the shorter portion placed a single space below, indented two spaces:

Reformation Theology in the Next Century

5. Run in heading at beginning of paragraph, italicized, capitalized sentence style with a period at the end. Begin the text of the paragraph on the same line. Triple space to paragraph headings and indent six to eight spaces.

Preaching the Parables. The parables of Jesus contained in the gospels provide fertile ground for sermons that are rich in both content and color.

The following example shows the arrangement of the five levels of heading together for comparison:

The Resurrection and the Controversy between

the Sadducees and Pharisees

The Wounded Healer in Contemporary Society

The Relationship of the Fourth Gospel

 to the Synoptic Gospels

Reformation Theology in the Next Century


Preaching the Parables. The parables of Jesus contained in the gospels provide fertile ground for sermons that are rich in both content and color.

If fewer than five levels are required, the style of these levels may be selected in any suitable descending order. A page should never end with a subheading. [T A.2.2 (398)]
Pagination


In a paper that includes a table of contents, multiple chapters, etc., note that front matter uses small Roman numerals (i.e., i, ii, iii, iv, etc.) while numbering with Arabic numerals (i.e., 1, 2, 3, 4, etc.) begins with the first page of the first chapter and continues without interruption throughout the body, appendices, and bibliography. No page number is required on the first page of a chapter or other major division. If a page number is used on the first page for each major division (chapter, appendix, bibliography), the number is centered three-quarters to one inch from the bottom of the page. All subsequent page numbers for that division are placed between one-half inch and three-quarters inch from the top, right corner of the page. [T A.1.4 (375)]
Some Commonly Misspelled or Misused Words


One should take care to ensure that one maintains correct spelling and proper usage of words. Careful proofreading is a necessity. Even the best computer spellchecker will not catch a correctly spelled but misused word (e.g., "there" vs. "their").


The following are some of the more commonly encountered misspelled, misused, or confused words. For a more complete discussion and examples, see Strunk & White, chapter four, "Words and Expressions Commonly Misused."

affective
effective

affects
effects

its
it's (its = possessive pronoun; it's = verbal contraction: it is)

lose
loose
loss

quite
quiet

their
there

to
too, two

weather
whether

your
you're (contractions should not be used in formal writing)

Quotations


The purpose of quotations in a document is to cite specific or unique information, acknowledge the original source of ideas or material, or establish the authority for statements made. Failure to give proper credit for material used, whether quoted directly or paraphrased, is plagiarism and is unacceptable. For a good discussion of plagiarism, see Walter S. Achtert & Joseph Gibaldi, The MLA Style Manual (NY: The Modern Language Association of America, 1985), 4-5. See also, Joseph Gibaldi, MLA Style Manual and Guide to Scholarly Publishing, 2nd edition (NY: The Modern Language Association of America, 1998), 151-152. As Achtert and Gibaldi summarize: "In short, to plagiarize is to give the impression that you have written or thought something that you have in fact borrowed from someone else, and to do so is considered a violation of the professional responsibility to acknowledge 'academic debts' . . . ."


One must also give proper consideration to the limits of "fair use" as defined by the Copyright Act of 1976. Given these standards, one should make judicious and selective use of quotations. One should write the document in such a way that it is not simply a stringing together of a vast array of quotations. One should adhere to the following guidelines when dealing with quotations:

1. Introduce all quotations, rather than leaving them as freestanding entities. Example: As Calvin asserts: "True and substantial wisdom consists principally of two parts: the knowledge of God and the knowledge of ourselves."

2. A prose quotation that runs to four or more lines of text in the document should be set off using the "block quotation" format (See "Margins and Indentations," No. 3, above). Note that this ETS standard differs from and takes precedence over the Turabian rule.
3. Direct quotes must be accurate in every detail. There are times, however, when it is necessary to show corrections. [See T 25.3 (352-8)] Corrections may be shown in two ways: 

a. The use of the Latin word sic ("so," always in italics, within non-italicized brackets, and without a period) to indicate that the quotation is cited accurately from the original, even though the correct data is not supplied. For example: Thou shalt shew [sic] unto me the path of life. [T 25.3.1 (352)]
b. The use of brackets around the correct data or interpolations. Parentheses may not be used for this purpose. For example: Luke 12:13 states that "Someone in the crowd said to [Jesus], ‘Teacher, tell my brother to divide the inheritance with me.’" The original quote says "him;" here, the name of Jesus has been substituted for the sake of clarity. In the following example, the wrong date was given in the original; the correct date is supplied in brackets: "C. S. Lewis' book, Christian Behaviour, was first published by the Macmillan Company in 1945 [1943]." [T 25.3.1 (354)]

4. If a portion of the quote is altered in any way (e.g., italics or underscoring added), the note [italics added] or [emphasis added] should be inserted after the quote or indicated in the footnote.

Footnotes


Footnotes are used both for reference and for content. Reference notes cite the authority for statements made in the text and make cross-references. Content notes offer acknowledgements and make incidental remarks on, amplify, or qualify textual discussion. [T 15.1 (133-4)] One must acknowledge every original idea borrowed from another person, but not information that may be regarded as common knowledge.


The Erskine Seminary standard requires footnotes (notes placed at the bottom of the page on which referenced material occurs) rather than endnotes or parenthetical references. Additionally, footnotes are preferred for works such as dissertations that will be microfilmed in order to allow the document to be read on microfilm without having to search for a reference in the back matter.


The following rules should guide one's placement and form of footnotes:

1. The footnote number should be a superscript numeral placed at the end of the sentence, following the concluding punctuation.1 Sometimes one may gain greater clarity by placing the superscript number immediately following the key word2 of an idea.

2. Footnotes are numbered consecutively throughout each chapter. The first footnote of each chapter will be numbered one.1

3. A footnote separator line of one and one-half to two inches, placed flush with the left margin, must be used to separate text from footnotes. If a footnote runs over onto the following page, a footnote continuation separator (solid line running from margin to margin) should be inserted on that page. A double-space should appear above and below the separator line (double-space from last line of text to separator line, then double-space to first line of footnote). On pages that lack a full page of text, the footnote may be placed at the bottom of the page rather than immediately (double-space) beneath the last line of text.

4. Footnotes are indented the same amount as text paragraphs (one tab stop—1/2 inch). The footnote number should be a superscript here as well and is placed at the opening of the required indentation. No space should occur between the number and the first letter or word of the footnote (e.g., 1Wayne E. Oates). Footnotes are single-spaced internally with a blank line between footnotes as demonstrated here:


1Wayne E. Oates, The Christian Pastor, 3rd ed., revised (Philadelphia: Westminster Press, 1982), 219-220.


2Claus Westermann, The Structure of the Book of Job: A Form-Critical Analysis, trans. Charles A. Muenchow (Philadelphia: Fortress Press, 1981), 31.

5. One should give a full citation of each reference the first time it is used in each chapter. Subsequent references within a chapter should include the author's family name, a short title, and the page number(s). For example: 3Oates, Christian Pastor, 227.

6. When references to the same work follow one another with no intervening references and no more than two pages since the last citation of the author's name and title, the designation "Ibid." (abbreviation of Latin word "ibidem" meaning "the same") may be used. Ibid. refers only to the immediately preceding footnote. The following guidelines govern the use of "Ibid.":

a. If all information, including page reference, is the same, use Ibid. alone. Ibid. must be capitalized in every instance. For example: 4Ibid.

b. If all information is the same except for the page number(s), use Ibid. followed by a comma and the page number(s) of the citation: 5Ibid., 192.

7. Do not use idem (abbreviated id.), op. cit., and loc. cit. 

8. Note that the form for footnotes is different from that for bibliographical entries. See Turabian, chapters 16-19. Note that you are NOT to use the reference system described in chapters 18 and 19. You are to use the footnote-bibliography system described in chapters 16 and 17.
Bibliography


The bibliography includes much the same material as a full footnote, though with some differences in the form in which that information is presented. The form varies due to the differences in purpose of each. A bibliographical entry provides full bibliographical detail: name(s) of author(s), full title (including subtitle), and place, publisher, and date of publication. The footnote pinpoints the specific location (page, section, etc.) of referenced material within the source cited. In other words, the bibliography identifies which books, journals, etc. were used in the document, while the footnote tells the reader the exact location of the material within the books, journals, etc. The following general rules provide guidance for constructing a bibliography. 

1. Only works that are cited in footnotes should be included in the bibliography. A separate section, "Sources Consulted", may be appended to the bibliography if the listing of such sources is deemed instructive.

2. Arrange works in alphabetical order according to the last name of the authors. Where there are two or more authors, only the first author's name is inverted for the purposes of alphabetizing the list. The names following the first inverted name are given in their normal order of first then last name. [T 16.2.2 (148-50)]

Where the bibliography contains two or more works by the same author, the works are arranged in alphabetical order according to the first major word in the title (not "A" or "The"). Also, instead of typing the author's name for each entry, use a solid underline of eight spaces (one inch) followed by a period.


Do not intersperse works authored individually with those written in collaboration with others or where the author serves as an editor. Coauthored works follow edited, translated, and compiled works, but you must repeat the author's name. Alphabetize the coauthored works according to the last name of the second author. Examples:

Brueggemann, Walter. "The Formfulness of Grief." Interpretation, 31 (1977), 263–275.



. "From Hurt to Joy, from Death to Life." Interpretation, 28 (1974), 3–19.

Gaultiere, William J. “A Biblical Perspective on Therapeutic Treatment of Client Anger at God.” Journal of Psychology and Christianity, 8 (1989), 38-46.

Gaultiere, William J. & K. S. Gaultiere. Mistaken Identity: Clear Up Your Image of God and Enjoy His Love. Old Tappan: Fleming H. Revell, 1989.

3. One should list articles in reference works instead of the reference work itself. For example, if one cites several articles in footnotes from the Dictionary of Pastoral Care and Counseling, one should list each article separately according to author in the bibliography, rather than giving a single entry for the dictionary itself. See Turabian 17.5.3 for guidelines governing style for citations from dictionaries and encyclopedias.
4. The bibliography should be single-spaced with a blank line between entries. The first line of each entry is flush left, and any subsequent lines are indented five spaces. (Word processing programs refer to this as “hanging indent.”)
5. You may present the bibliography of the paper either without divisions or divided into sections (Works Cited, Works Consulted, Additional Resources, etc.), depending upon which form will best serve the reader.

Appendices

You should refer to appendices by a simple content footnote rather than an in-text citation. See Turabian A.2.3 for guidelines governing the placement and form of appendices.

Language about God and Humanity



Erskine Theological Seminary recognizes that God transcends the distinction between male and female, since God introduced that distinction as he created physical beings. At the same time, the Seminary recognizes that the Bible and the historic creeds and confessions of the Christian Church (including the Westminster Confession, which comprises the Seminary’s doctrinal basis) use masculine language in reference to God. Therefore, the Seminary encourages all students to retain this Biblical and historic usage when speaking and writing about God. 


Furthermore, the Seminary recognizes that all human beings, male and female, are created equally in the image of God (Gen. 1:26-27), and believers of both sexes are fellow heirs of the grace of life (1 Pet. 3:7). Accordingly, the Seminary encourages all students to make use of language, in reference to human beings, that is inclusive rather than needlessly exclusive. It is the mark of a good communicator to build bridges rather than barriers. Therefore, in all written work and oral presentations, whenever students are dealing with humanity as a whole (male and female), they should use language that clearly includes both men and women (for example, by saying/writing "humanity" rather than "man" when referring to the entire human race, or "people" rather than "men" when referring to men and women).
As students seek to use appropriate language, they should first think of avoiding phrases and constructions that require gender specific language. Use of plurals (“they” rather than “he,” etc.) may often be appropriate. Use of “one” or “a person” rather than “he” may be appropriate in many instances. When students are forced to use gender specific language, they should use “he/she” or “him/her” as appropriate. 

Students may include a footnote indicating commitment to the use of inclusive writing in original work at the first citation of material by others that does not incorporate inclusive language. The following statements serve as examples of such a footnote:

While inclusive language with reference to humans is used in the original work of this document, the masculine pronouns and gender-biased terms used by persons quoted in the study have not been altered nor has the designation, [sic], been employed repetitiously to note their occurrence.

Masculine pronouns have been used for ease of expression and are not intended to indicate gender exclusion.

Proofreading and Editing


A necessary part of producing a scholarly paper or dissertation involves the student's careful and repeated proofreading and editing of the text before submission to the professor. The text should be as free as possible from errors in content, style, form, grammar, and spelling. One should check footnote references for accuracy both of content (especially page numbers) and correspondence (footnotes matched to text references). A common mistake in the writing of a paper with footnotes is the insertion of a new footnote prior to where the designation 'Ibid.' has been employed. This error leaves one with inaccurate footnotes and can be a nightmare to untangle, since "Ibid." now erroneously refers to the newly inserted footnote reference rather than to the original. 

One suggestion to aid in avoiding such a problem is the following: whenever using the designation 'Ibid.', do so, and then tab over on that same line and write the author's name, short title, and page number(s). Then, if you insert a new footnote prior to the 'Ibid.' entry, it will be easy for you to see which 'Ibid.' entries you now need change to include the author's name, short title, and page number(s). Once the document is finished, you can delete the extra bibliographical data, leaving an 'Ibid.' that accurately reflects what it should. Alternately, one could adopt the practice of always using the author's name, short title, and page number(s) for each footnote entry after the first full reference in each chapter, and then go back and replace these entries with 'Ibid.' as appropriate once the chapter is completed.


While proofreading is used to catch and correct errors, editing is used to refine and polish a document. Extraneous material, cumbersome sentences, awkward formatting, etc. need to be eliminated. Since editing often is tedious, time-consuming work, students need to allow plenty of time to work through the document a number of times.


If a document is too long, editing can bring the document into the page limits in a couple of ways. First, nearly every document contains material that is not truly germane to the topic. Such material can either be eliminated entirely or simply referenced in a footnote. Second, valuable line spacing can be recovered through the use of 'line editing' where paragraphs that end with only a word or two on a line are rewritten (shortened) so that the last line of a paragraph is a full one and the line once occupied by a word or two is removed.


Editing also will require careful, consistent, and informed use of the style and form standards adopted by the Faculty of the Seminary, as well as judicious use of the index in Turabian.
Additional Resources for Citing Electronic Documents


While Turabian offers basic guidelines for documentation of electronic resources in sections 15.4 and 17.7, one may find additional examples of the proper documentation of other forms of media in Joseph Gibaldi, MLA Style Manual and Guide to Scholarly Publishing, 2nd edition (NY: The Modern Language Association of America, 1998), section 6.9, page 209 and following. One may find an on-line resource for the MLA style of citing electronic information at: http://www.mla.org/.

In Other Words

The following two selections (author and source unknown) are included as humorous reminders of some of the more commonly encountered problems and rules for writers. 

“Eye Halve A Spelling Chequer”
Eye halve a spelling chequer

It came with my pea sea

It plainly marques four my revue

Miss steaks eye kin knot sea.

Eye strike a key and type a word

And weight four it two say

Weather eye am wrong oar write

It shows me strait a weigh.

As soon as a mist ache is maid

It nose bee fore two long

And eye can put the error rite

Its rare lea ever wrong.

Eye have run this poem threw it

I am shore your pleased two no

Its letter perfect awl the weigh

My chequer tolled me sew.

"Rules for Writeres"

1. Verbs HAS to agree with their subjects.

2. Prepositions are not words to end sentences with.

3. And don't start a sentence with a conjunction.

4. It is wrong to ever split an infinitive.

5. Avoid clichés like the plague. (They're old hat)

6. Also, always avoid annoying alliteration.

7. Be more or less specific.

8. Parenthetical remarks (however relevant) are (usually) unnecessary.

9. Also too, never, ever use repetitive redundancies.

10. No sentence fragments.

11. Contractions aren't necessary and shouldn't be used.

12. Foreign words and phrases are not apropos.

13. Do not be redundant; do not use more words than necessary; it's highly superfluous.

14. One should NEVER generalize.

15. Comparisons are as bad as clichés.

16. Don't use no double negatives.

17. Eschew ampersands & abbreviations, etc.

18. One-word sentences? Eliminate.

19. Analogies in writing are like feathers on a snake.

20. The passive voice is to be ignored.

21. Eliminate commas, that are, not necessary. Parenthetical words however should be enclosed in commas.

22. Never use a big word when a diminutive one would suffice.

23. Kill all exclamation points!!!

24. Use words correctly, irregardless of how others use them.

25. Understatement is always the absolute best way to put forth earth-shaking ideas.

26. Use the apostrophe in it's proper place and omit it when its not needed.

27. Eliminate quotations. As Ralph Waldo Emerson said, "I hate quotations. Tell me what you know."

28. If you've heard it once, you've heard it a thousand times: resist hyperbole; not one writer in a million can use it correctly.

29. Puns are for children, not groan readers.

30. Go around the barn at high noon to avoid colloquialisms.

31. Even IF a mixed metaphor sings, it should be derailed.

32. Who needs rhetorical questions?

33. Exaggeration is a billion times worse than understatement.

And finally...

34. Proofread carefully to see if you any words out.

Writing a Thesis or Dissertation: Some Tips


The following discussion, intended for Th.M. and D.Min. students, is drawn from the experiences of faculty supervising D.Min. candidates. It seeks to identify some of the problems typically encountered in the thesis or dissertation process and to offer suggestions for addressing the problems. 
1. The project must be a manageable one with a specific and rather narrowly defined focus. During the course of writing the proposal or even while engaged in doing the project, a student may identify several areas of research worthy of consideration. One can flag such ideas generated in the project/research stage for possible future research, but should not let that? become an obstacle to or distraction from progress on one's current project.

2. Choose a project or research topic for which your interest will be maintained over the long haul. Losing one's excitement about a project mid-way through will make it quite difficult to complete.

3. Each chapter of the thesis or dissertation, following the title, needs a paragraph that clearly identifies the purpose and direction of the chapter and gives an indication of the content to be presented. This introductory paragraph should serve as a 'roadmap' to keep the writer on course as he/she writes the chapter. It is further strongly suggested that the writer prepare a detailed outline of each chapter, including the chapter's structure and divisions, prior to attempting to write any chapter.

4. Material placed in a chapter or section needs to demonstrate clearly its coherence and relevance for the topic being addressed. Remove extraneous material.

5. The material in a chapter and in the dissertation/thesis as a whole needs to flow well. You should give significant attention to developing clear transitions between topics.

6. There are always corrections to be made after a dissertation/thesis has met the approval of the advisor and the reviewer. Students should allow at least a week to make corrections before submitting the final copies for binding.

7. Take into account that your advisor and the reviewer need adequate time to read your chapters or dissertation/thesis before returning them to you. Be sure to schedule this 'turn-around-time' into your timetable.

8. Recognize that there likely will be frustrations along the way while doing the project/research and writing the dissertation/thesis. Maintaining good communication with your advisor is a necessity in order to see the task to completion.

9. Read, study, know, and apply consistently the standards for papers, projects, theses, and dissertations as set forth in Turabian, Strunk and White, and this manual.

10. When possible, avoid changing computers, word-processing programs, etc. once you have begun to write your dissertation or thesis. Know how to use your computer; for example, be able to change default settings to meet expected standards.

11. It may be helpful to peruse recent copies of Th.M. theses or D.Min. dissertations in the library to get some ideas about writing a thesis/dissertation. One should note carefully, however, that some standards have been changed or not followed in some formerly completed thesis/dissertations. In other words, do not replicate the mistakes of others in one's own work; know and follow current standards.

Sample Thesis/Dissertation Pages

The following pages provide specifications and examples of page layouts for the Erskine dissertation.  The order for assembling pages is:
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�Some portions are adapted from R. Alan Culpepper and Jacqelyn Culpepper, Manual of Procedure, Form, and Style (Louisville, KY: Southern Baptist Theological Seminary, 1989).


� It is now acknowledged that splitting an infinitive is acceptable whenever re-casting the sentence would make it too awkward or would alter its meaning. When such re-casting can be done without harming the sentence, it is better to do so rather than to split an infinitive. See The Chicago Manual of Style, 15th edition, sections 5.106 and 5.160.


� It is now acknowledged that ending a sentence with a preposition is permissible when the sentence would otherwise be too awkward. See The Chicago Manual of Style, 15th edition, sections 5.162 and 5.169.
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