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AGTS Writing Style Policies

Turabian style is the Seminary academic writing standard and the AGTS Doctor of
Ministry program uses the notes-bibliography style of citation, chapters 16 and 17 in
Turabian 9th edition. You may disregard chapters 18 and 19, the author-date style.
However, SBL2 (based off of Turabian for biblical disciplines) is minimally used for Bible
book and ancient literature abbreviations and for citations of technical works from
the biblical disciples, such as word-study books, dictionaries, encyclopedias, and
some multi-volume commentaries or series.

Turabian, though, is based on the Chicago Manual of Style (CMQOS). CMOS released
a new 18t edition in 2024 and Turabian is expected to release a 10 edition early
2026. Therefore, some items in this Style Guide anticipate changes to Turabian and
identify the new CMOS18. As the "mother” of Turabian, CMOS is followed for all
maftters not covered by Turabian.

Kate L. Turabian, A Manual for Writers of Research Papers, Theses, and
Writers Dissertations, 9th edition. University of Chicago Press, 2018.
repr—— Turabian 9 Online "quick guide” available HERE.

PAPERS, THESES,
AND DISSERTATIONS

A Manual for

Society of Biblical Literature, The SBL Handbook of Style, 2nd edition. SBL
Handbook Press, 2014.

Student Supplement for the SBL Handbook of Style, 2nd Edition:
https://www.sbl-site.org/assets/pdfs/pubs/SBLHSsupp2015-02.pdf

of Stvle

The Chicago Manual of Style, 18th edition. University of Chicago Press,

The 2024.
Chicago

Manual
of Style

18

Certain items remain at the discretion of the program or of individual instructors.

For questions on this Style Guide, please email D.Min. Project Coordinator:
Dr. Cory Shipley, shipleyc@evangel.edu



https://www.chicagomanualofstyle.org/turabian/turabian-notes-and-bibliography-citation-quick-guide.html
https://www.sbl-site.org/assets/pdfs/pubs/SBLHSsupp2015-02.pdf
mailto:shipleyc@evangel.edu
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Generative Al Policy (Artificial Intelligence)

See also the section on Citation Formatting for appropriate methods of citing Al
use/sources.

All work submitted in any course (seated, online, or hybrid) must be the original work
of the individual student. Content generated by or substantially altered by Al tools
should not be seen as a substitute for individual, student-generated work. Using
generative Al programs to create or substantially alter content, data, or sources
within the doctoral project is generally prohibited (see examples below for clarity on
“generally”) and shall be viewed as a violation of academic integrity standards.
Blatant violations of plagiarism or Al usage on a program culmination assignment
such as a doctoral project or dissertation is viewed as a Category IV violation of EU’s
Academic Integrity Policy and could result in dismissal or even a revocation of the
degree.

The rapid growth of generative Al tools has raised significant questions surrounding
their use in academic work and potential for ethical issues. While we recognize that
such tools potentially offer many new possibilities and that there may be legitimate
applications of such tools in a variety of fields, students must take care to consider
the ethical implications of their use in an academic setting. There are some
appropriate ways to use Al within a doctoral project as well as some inappropriate
ways. Included below are examples of both:

Examples of appropriate ways to use Al within a doctoral project follow:

e Basic correction of the student’s own work related to grammar,
sentence/paragraph structure, style, etc.

e Converting a sentence from passive to active case

e Using the student’s own written materials to create presentations,
PowerPoint slides, Keynote addresses

e Using logos from the student’s organization, event dates, and photos to
create promotional materials, promotional plans, social media
announcements, etc.

e Using the student’s own data results to create charts, tables, and graphs

e Collecting possible resources to use in research such as preliminary
bibliographies

e Translating the student’s work into another language

e Asking ChatGPT or another Al application to summarize a long article as
you contemplate its value to your research
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Creating illustrative artwork from the student’s own imagination while
citing the Al program(s) used

Using the student’s own data inputs to create statistical reports such as
percentages, standard deviations, quotients, etc.

Creating possible test questions from the student’s own written lectures
such as true/false questions, multiple choice, and matching

Creating a template for forms

Converting the student’s own video-recorded sermons to transcripts or
clips for posting to social media

However, inappropriate uses of generative Al within doctoral projects or dissertations
include the following:

Generating research plans not from the student’s own creativity
Generating outlines, headings, and/or subheadings and using as one’s
own

Generating data to produce artificial charts, tables, and/or graphs
Generating falsified resources such as books or arficles

Generating paragraph text not original to the student

Using an Al chatbot without properly attributing the content in a citation

If a DMin participant is in doubt on the appropriateness of a planned use of Al, he or
she should contact the DMin Project Coordinator for a determination in advance.
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Style

Clarity is the point of good grammar. Part Il
of Turabian (chapters 20-26) covers style
issues such as punctuation, special terms,
numbers, abbreviations, quotations and
tables. The following items (in alphabetical
order) address some of the most common
style issues that arise while doing D.Min.
projects and papers. Items from the
Turabian are woven into this section at their
appropriate alphabetical point. For example, look under “P"” for “*Punctuation” and
“N” for Numbers.

https:/ /enlightio.com/wp-content/uploads/ 2022/ 07/ why-is-journalism-important.jpg

Abbreviations (See Turabian, ch. 24, pp. 342-357)
AG not A/G

Confine use of etc., e.g., and i.e. to parenthetical references followed by a comma.
Outside of parenthetical references, use “for example” instead of e.g. and “that is”
instead of i.e.

Incorrect: There are multiple ministry roles (e.g. pastor, elder, author).

Correct: There are multiple ministry roles (e.g., pastor, elder, author).

Et al. (See below under “Citation Formatting”)

Use range of actual pages instead of “ff.”

[sic] Other than sic (25.3.1), do not italicize other abbreviations of Latin term:s.
a.m. and p.m. rather than AM and PM and use a space: It was 9:00 a.m. (23.1.5)
without, not w/o; with, not w/

Do not abbreviate century numbers. (Use thirteenth, not 13th.) Hyphenate twentieth-
century only when it modifies something, such as: twentieth-century history ...

Put a space between initials of a person’s name: A. B. Simpson (CMOS18 10.14)

Spell out an abbreviation at its first use, with the abbreviation in parentheses
following: Committee for Accuracy in Middle East Reporting in America (CAMERA).
Spelling out United States, United Nations, New Testament is preferred in running text
of formal writing. Abbreviations are allowed after it has been spelled out (US, UN, NT)
so long as the meaning is clear from context (CMOS18 10.37). Do not use periods
(CMOS18 10.4).
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Agreement

Subject-Verb Agreement

https://owl.purdue.edu/owl/general writing/grammar/subject verb agreement.html
If your subject is singular, your verb must be, too.

Right: “The boy eats the pie.”

Right: “The people eat the pie.”

It gets trickier when there is a descriptive phrase tucked between the subject and the
verb. Remember, a modifier doesn’t change the form of the verb.

Right: “The group of people is eating the pie.” (CMOS18 5.192)
What's the trick heree Knowing how to identify the subject.

In this sentence, “the group” is the subject, not “people.”

The subject is always whoever or whatever is performing the action.

Similar mistake: Adjective used as adverb, e.g. “l did good in this course.”

Pronoun and Pronoun Antecedent Agreement
Wrong: Christians need to experience healing in their life.
Right: Christians need to experience healing in their lives.

Apostrophes
Use a “curly” apostrophe instead of a straight one.

Do not confuse possessives with plural forms. (Turabian 20.1, 20.2, 21.1)

« Forsingular possessive use 's (the dog's dish)

« Forwords endingin “s” use s’ (politicians’ votes)

« Form the plural of capital letters and numbers with just an “s” (1950s). However,
if adding an “s” to a lowercase letter may seem to create a different word (is,
As), then add an apostrophe (dotting the i's).

« Add an apostrophe before s when an abbreviation contains internal periods or
both capital and lowercase letters. (PhD's or Ph.D.’s)

« For contractions (in place of the missing letter) It's = it is (not to be confused
with Its)

Avoid
Avoid ... “"Attempt to.”

Instead of saying you will attempt to do something in a particular section of
your paper or project, just do it.

Avoid ... Colloguial language, Clichés, Trite Expressions.

For example: instead of “a lot of” use “substantial.” These “worn” words (see
Cheney, Getting the Words Right, 143-145) are OK in the interest of getting your first
draft out, but come back and revise them before your final copy. “Because worn out
words surface without much thought, they may reflect that lack.” (Cheney, 144).



https://owl.purdue.edu/owl/general_writing/grammar/subject_verb_agreement.html
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Avoid ... Dangling Participles.

Dangling participles are modifiers that have no word to which they can be
correctly attached. Very often, they are -ing or -ed word groups at the beginning of
a senfence.

Wrong: Having leaped out of a second-story window, her leg was broken by
the fall. (A leg cannot leap out of a window.)

Right: Having leaped out of a second-story window, the girl suffered a broken
leg in the fall.

Wrong: When opened, a snapshot fell out.
Right: When the book was opened, a snapshot fell out.

Avoid ... Emphasis Words.
Avoid overuse of trite emphasis words such as really, very, tremendous, greatly,
totally, etfc.

Avoid ... End-of-Sentence Prepositions.
Instead of: Hispanic leaders will need to understand this in order to understand
themselves and the emerging youth they will minister to.
Use: ...to whom they will minister.
Instead of: This is something we need to continually work on.
Use: Thisis something on which we need to continually work.
Instead of: | don’t know where | am at.
Use: | don’t know where | am.

Avoid ... Firstly...
Do not use: Firstly, Secondly, Thirdly, etfc.
Use: First, Second, Third.

Avoid ... “Giftings.”
Simply use the word “gifts,” as “giftings” is not a word (although used
extensively in Christian and specifically Pentecostal/Charismatic circles!).

Avoid ... Misplaced Modifiers.

A modifier is misplaced when it is placed next to something it was not meant to
modify. Put the modifier as close as possible to the noun it is modifying.

- After rotting in the cellar for weeks, my brother brought up some oranges.

- My brother brought up some oranges after they had rotted in the cellar for
weeks.

- For sale: Antique dresser for woman with thick legs and large drawers.
- For sale: Woman's antique dresser with thick legs and large drawers.
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When in doubt, start with the subject; then move right away to your verb. If you
keep your sentence structure simple, you are less likely to misplace a modifier.

- Mother gave the cake to the homeless man that she had baked and iced
yesterday.

- Mother gave the homeless man the cake that she had baked and iced
yesterday.

- We watched the tfree come crashing down with bated breath.
- We watched with bated breath as the tree came crashing down.

- We need to stop dumping waste into the environment which kills the fish.
- We need to stop dumping waste, which Kkills the fish, intfo the environment.

Avoid ... Overuse of Commas.

| have always, overused commas, | don't really, know why, they just, fascinate
me, commas can be used, for tons, they can be used, for lists, and, totally, rad
descriptions, but also, just for fun, | have, been, overusing commas, forever, | know
the, proper rules for comma, use, they, have been, drilled info, me all my life, by, my
teachers, but sfill, | overuse them, perhaps, | do not know, how to stop, using them, is
it possible that, that one button to the right, of *m” is addictive, | wonder, | do not
know, but what | do know, is that | just wrote, one, grammatically correct (according
to my computer), sentence with one hundred twenty-one words, in it.

Avoid ... Overuse of Parentheses.

| hereby admit to my addiction (which | also admit to have spelled wrong). You
see | have been over using a certain part of grammar to the point that it annoys
people, (although it does not annoy me, it creates rather more clarity in my mind).
Many people find this certain part of grammar to be rather useful (so perhaps | have
just found it to be more useful)! | hate to admit my apparent folly (but | still don't
consider it a problem), but | ... | ... OVER-USE PARENTHESES!

Avoid ... Passive Voice. © MAZK ANDEZSON WINW ANDEZTOONS.COM
The passive voice tends to
slow down the flow of written

\ —a

material, fends to be vague (who M\

must consider these things?), and )7./3.

tends to overuse the verb “to be”™ . ! The Sertence was writen i

instead of using stronger verbs %\/ the active voice by ﬂkeeg‘o\',',‘ /\—L

and a better variety of verbs. See >The boY wrste in the PaSKivE isite 3/

° {0y
Elements of Style, 4th edition, p. 2
18. .
¥ =}
You know you're writing in T e hersal
active voice when the subject of

your sentence performs the “You're just messing with me, aren’t you.”
action. As much as possible,
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identify who is doing the action as you're putting the sentence into an active form.
This gets rid of the “to be” verb (was, were, is, are, being, etc.), puts the sentence into
a more vibrant, active form, and informs the reader of the source of the action.

Instead of: “These concerns must be considered.”
Use: “Participants in the program must consider these concerns.”

Instead of: “There were a number of dead leaves covering the ground.”
Use: “Dead leaves covered the ground.”

A sentence is in the passive voice if the SUBJECT is not the DOER of the action
or if it's not clear who did something.
Wrong: The memo was written by the secretary.
A sentence is in the active voice if the SUBJECT is the DOER of the action.
Right: The secretary wrote the memo.

Avoid ... Run-on Sentences.

There was a fime — in distant history to you and me, but to those who lived
through that time very much a modern one — when, with nothing more than quill,
parchment, gaslight and inkwell, Victorians, as they were called then, who thought
themselves clever enough to take up the mighty yoke of language, crafted
marvelous, dignified, soaring, melodic sentences that danced about the periphery of
comprehension, through the very soul of the English language, down so many twists
and turns and inlets and eddies that a reader, inundated by an onslaught of
language as such, would be forced to compose himself and begin the tedious, but
ultimately rewarding, process of returning to the start of such a sentence and piecing
its meaning together word by word, clause by clause, until said reader felt satisfied
and knowledgeable of the material written therein.

Avoid ... use of the phrase, “The Author.”
Avoid use of "the author” as it is artificial. The reader knows who ‘the author” is.

Avoid ... beginning sentences with “This” or "“It."”

Work on identifying the antecedent so as to clearly and specifically identify to
what or to whom you are referring. You don’'t want to leave your reader asking,
“What?2" or “Who?2"

Avoid ... overuse of the word “Today.”
“Christians foday need” could be simply “Christians need” OR “Contemporary
Christians need.”

Avoid ... overuse of the verb “To Be.”

Choose active verbs in place of verbs of being (am, is, are, were, was, be,
become, being, becoming). See this article on ways to minimize the verb “to be” in
your writing:

https://www.blinn.edu/writing-centers/pdfs/Reducing-the-BE-verb.pdf



https://www.blinn.edu/writing-centers/pdfs/Reducing-the-BE-verb.pdf
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Avoid ... We/Our/Us pronouns.

In academic writing, avoid the use of the pronouns “we,” “our,” and *us.”
These tend to be vague. (Who is we?¢ Christians? Leaders¢ Pentecostal leaders
specificallye Replace who or what you mean instead of using these pronouns.)

Avoid ... Word Repetition in Close Proximity.

For example: Many problems arise within the marriage that cause a break in
the covenant. A break in the covenant can... Use a good Thesaurus to locate
synonymes; this will add variety and spice to your writing.

Avoid ... "*You" pronoun.

In an academic paper, do not speak to your reader directly with the pronoun
“you.” Again, this can tend to be vague, and is too informal for the academic
context. This is used only for dialogue.

Bold
Do not bold anything except first level subheadings.

Capitalizations
See the full section below.

Conclusions (see Introductions and Conclusions)

Contractions
Spell out as: | will, do not, does not, will not, | am, could not, and so on.

Do not confuse (see also “Homonyms” and “Malapropisms” below)
“beqin/began” and “start/ed”
Here is a helpful video on when to use “start” and when to use “begin” in writing:
http://www.youtube.com/watch2ev=2CmUwW|d5fs
Start/Started - start a journey, start working for machines, make machines start
Start + infinitive or -ing
Start + off, up, out, back
Begin/Began —
Begin/Began + infinitive
Jane (steded/began) cooking the dinner at 1 p.m.
He (started/began) out for work an hour ago; hasn't he arrived yete
After this party we have a lot of dirty dishes. Can you (start/begin) the dishwasher?
He began/started working here two years ago. (little to no difference)
Let us begin this meeting with a message from our president. (for more formal)
He's starting to annoy mel! (for less formal)
My car won't start! (for machines or for making something start)
| started the washing machine an hour ago.
He's starting/beginning (to) improve. (Infinitive preferred for start/begin)
We began to realize/understand/know... (when used in continuous)



http://www.youtube.com/watch?v=ZCmUwWjd5fs
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“its” (possessive) and “it's” (contraction for it is)
http://www.grammar-monster.com/easily _confused/its its.ntm

“than” and “then”
http://www.grammar-monster.com/easily confused/than then.htm

“accept” and “except”
http://www.grammar-monster.com/easily confused/accept except.htm

“lead” and “led” (The past tense of lead is led, not lead. Ex., God led me into
missions.)
http://www.grammar-monster.com/easily confused/lead led.htm

“reoccur” and “recur”
http://grammarist.com/usage/recur-reoccur/

“while"” (which refers to time/during) with “though/although” (in spite of, even if)
(See Eats, Shoots & Leaves, pp. 43-44) ... but it's not as simple as one might think!
http://www.grammarunderground.com/while-vs-though-or-although.html
hitp://www.quickanddirtytips.com/education/grammar/although-versus-while

Ellipsis
(See “Ellipsis” under the later section “Citation Formatting.”

First Person

Avoid first person in academic writing unless specifically permitted. When the
assignment permits first person, use it sparingly (e.g., in reflective papers like Core 1
and 2). With first person plural, “We need to...” could be "“Christians need to.” In the
project, you will use first person in a limited fashion in chapters 1, 4, and 5 but not in
chapters 2 and 3, which are research chapters.

Gender/Ethnicity/Disability

Be sensitive to gender and ethnic considerations. Use plurals, Christians, believers,
creation, humankind, humans, people, men and women, etc., to avoid referring to
only he, him, man, mankind, etc. Use he or she, men or women, etc. sparingly. Do not
use he/she ors/he.

When referring to God as Father or to the person of Jesus Christ, the masculine
pronoun is required.

See here for gender-neutral words: http://stjerneskinn.com/gender-neutral-words.htm

See here for guidance on non-discriminatory language related to race, gender,
disability and chronic illness, and age:
http://colelearning.net/ilo/English/Module 1/072 editing writing.htm



http://www.grammar-monster.com/easily_confused/its_its.htm
http://www.grammar-monster.com/easily_confused/than_then.htm
http://www.grammar-monster.com/easily_confused/accept_except.htm
http://www.grammar-monster.com/easily_confused/lead_led.htm
http://grammarist.com/usage/recur-reoccur/
http://www.grammarunderground.com/while-vs-though-or-although.html
http://www.quickanddirtytips.com/education/grammar/although-versus-while
http://stjerneskinn.com/gender-neutral-words.htm
http://colelearning.net/ilo/English/Module_1/072_editing_writing.htm
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Homonyms

Avoid misusing and confusing one word with another that sounds the same.
Its/it's Lead/led

who's/whose Past/passed

their/there/they're Rein/reign

You're/your Moot/mute

Principal/principle Every day/everyday

Integrating Sources/Introducing Quotes

“In order to use a source effectively in your paper, you must integrate it intfo your
argument in a way that makes it clear to your reader not only which ideas come
from that source, but also what the source is adding to your own thinking—what the
source is doing in your paper. In other words, each source you use in a paper should
be there for a reason, and your reader should not have to guess what that reason is.

(See Harvard Guide to Using Sources: “Integrating Sources” here for more:
http://usingsources.fas.harvard.edu/icb/icb.dozkeyword=k70847 &tabgroupid=icb.tabgroup 108986

Avoid infroducing quotations with “says,” “states,” etc. Instead, integrate your
quotations in with the text (Turabian 7.5, 25.2). See the following links for samples:

(“*Words That Intfroduce Quotes or Phrases”)
https://www.gallaudet.edu/tutorial-and-instructional-programs/english-center/the-process-and-type-of-writing/words-that-
infroduce-quotes-or-paraphrases

Begin a quotation with a capital letter if it begins a complete sentence, with a
lowercase letter if it does not, even if it changes the original. Notation of the change
is not necessary (Turabian 25.3.1.2).

Use a colon when infroducing a quote that is a complete sentence.
Use a comma when introducing a quote that is an incomplete phrase.

Infroduce quotes with your own words. See the following helpful list from Nancy
Vhymeister, p. 118 of words to use when introducing quotations:

accepts adds admits affirms agrees argues asks
believes combats confirms declares defends denies describes
discusses expresses indicates labels mentions objects opposes
points out points to portrays proposes recalls recommends reports
reveals states stipulates submits suggests thinks verifies
writes

Helpful transitional words to use between paragraphs (Vhymeister, 118):

accordingly but however moreover second thus

again consequently in addition next similarly to conclude
also finally in like manner | nor SO fo sum up
and first last on the other hand | then foo

at the same time | further likewise on the whole therefore

besides hence meanwhile or third

See the link below for another list of helpful transition words: (Sentence Starters)
http://virginialynne.hubpages.com/hub/Words-to-Use-in-Starting-Sentences



http://usingsources.fas.harvard.edu/icb/icb.do?keyword=k70847&tabgroupid=icb.tabgroup108986
https://www.gallaudet.edu/tutorial-and-instructional-programs/english-center/the-process-and-type-of-writing/words-that-introduce-quotes-or-paraphrases
https://www.gallaudet.edu/tutorial-and-instructional-programs/english-center/the-process-and-type-of-writing/words-that-introduce-quotes-or-paraphrases
http://virginialynne.hubpages.com/hub/Words-to-Use-in-Starting-Sentences
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Introductions and Conclusions

Good infroductions and conclusions are a vital component of good writing, assisting
with purpose, flow, cohesiveness, clarity, and more. See these resources to help you
strengthen the skill of crafting good introductions and conclusions:

Craft of Research, chapter 14, “Intfroductions and Conclusions”
Turabian, chapter 10 (p. 106) “Writing your Final Infroduction and Conclusion”

Tips on writing a good infroduction:
http://www-net.cs.umass.edu/kurose/writing/intro-style.htmi
hitp://www.crlsresearchguide.org/17_Writing_Introduction.asp
hitp://www.ehow.com/how_2303267_write-intfroduction.himl

Tips on writing a good conclusion:
hitps://www.5staressays.com/blog/essay-writing-guide/how-to-write-a-
conclusion
https://www.grammarly.com/blog/how-to-write-a-conclusion/

Add no new material in a summary or conclusion—whether concluding material at
the end of sections or at the final summary/conclusion point.

Italicizing

Do not italicize words for emphasis. Do italicize:

titles (of books, journals, magazines, newspapers, and movies)

foreign words - If a foreign word is in parentheses, only the word, not the parentheses,
should be italicized (krima). Use brackets for phonetic renderings of foreign words:
Krima [kree’'-mah].

Words defined as terms. (22.2.2)

Jr. and Sr. (name suffix, Turabian 16.2.2)

Do not add comma in running text: John Doe Sr. continues to cast a shadow. (CMOS
18 6.46)

Footnote entry: Henry Gates Jr. and Cornel West, ...

Bibliography entry: Gates, Henry Louis, Jr., and Cornel West.

Lists/Enumerations (23.4.2)
Infroduce an appositive list (further identifies or defines) included in the text with a
colon. Lists set apart from the text with bullets or numbers should be single spaced
and slightly indented from the left margin (see visual illustration bottom of Turabian
pg. 340). This should be approximately Y4 - 2 inch indent automated by Microsoft
Word.

e Thisis what a regular bullet point looks like.

1. This is what an enumerated list would look like.


http://www-net.cs.umass.edu/kurose/writing/intro-style.html
http://www.crlsresearchguide.org/17_Writing_Introduction.asp
http://www.ehow.com/how_2303267_write-introduction.html
https://www.5staressays.com/blog/essay-writing-guide/how-to-write-a-conclusion
https://www.5staressays.com/blog/essay-writing-guide/how-to-write-a-conclusion
https://www.grammarly.com/blog/how-to-write-a-conclusion/
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However, if the list is quote material, it must be indented and spaced as a block
quote. First, select the “Style” for a block quote, and then select the Word icon for
numbering or bullet. It will look like this:

e This is the approximate spacing of a bullet point in a block quote.

2. This is what an enumerated list would look like in a block quote.

For bulleted items that are more than one line, set your indent for word wraparound
rather than tabbing in manually for each line. From 21.1, p. 296: “Put a period at the
end of items in a vertical list only if the items are complete sentences (see 23.4.2).
Otherwise, omit terminal periods, even for the last item, and do not capitalize the first
words.”

Malapropisms

This is misusing a word by confusing it with another word that sounds similar. A number
of words sound similar, but mean very different things.

Example: Affect (verb) and Effect (noun)

Wrong: Your ability to communicate clearly will effect your income immensely.
Wrong: The affect of a parent’s low income on a child’s future is well documented.

accept/except affect/effect

all right/alright altar/alter
assure/insure/ensure breath/breathe
complement/compliment conscience/conscious
counsel/councll emigrate/immigrate
imminent/eminent loose/lose
shufter/shudder than/then

Negatives

Avoid “no” and “not” (Avoiding the negative can also eliminate unnecessary uses of
the verb “to be”). Example: The counseling protocol has not been tested [remains
untested]. See Elements of Style, pp. 19-20, “Put statements in positive form.” Instead
of “He was not very often on time,” you could write, “He usually came late.”

Numbers and Dates (See Turabian chapter 23, p. 329) (see also “Lists/Enumerations”)
General Rule

Spell out numbers through one hundred and any whole numbers followed by
hundred, thousand, hundred thousand, million, and so on (23.1.1)

“Ilgnore the general rule when you have a series of numbers in the same sentence
that are above and below the threshold, especially when those numbers are being
compared” (p. 332). Of the group surveyed, 78 students had studied French and 142
had studied Spanish for three years or more.

“If your topic relies heavily on numerical data, follow a different rule: spell out only
single-digit numbers and use numerals for all others” (p. 331) He hit the wall at 65 miles
per hour, leaving skid marks for nine feet.
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Standard MSWord auto-formatting styles are acceptable, including:

a. Superscripted footnote numbers followed by a space.
b. Superscripted abbreviations for ordinal numbers: 16t Edition.

Percents and Percentages (23.1.3)
Use percent not %; and percent not per cent. “Use numerals to express percentages
and decimal fractions, except at the beginning of a sentence” (p. 332).

If a number has two words, use a hyphen (fifty-five).

“Never begin a sentence with a numeral” (23.1.2.1).

Use the word “and,” not an ampersand (&).

Inclusive numbers (see 23.2.4) - Forty to fifty, not 40-50

Use 1 or 2instead of | or Il for 1 Samuel, 2 Samuel, and so on.

For parts of written works such as chapters, use Arabic numerals (chapter 5).

Dates (see 23.3) and Times (23.1.5)

May 2005 (ho comma between)

February 1998, not Feb '98

Comma after date: On June 7, 2005, the Senate passed a resolution.

Spell out centuries (thirteenth century); hyphenate if modifying: first-century teaching
AD and CE precede the number (AD 70), BC and BCE follow it (515 BC). (23.3.2)

Decades, Centuries, and Eras (see 23.3.2)

In general, use numerals for decades: 1930s

If century is clear, spell out: sixties and seventies, not '60s and '70s
Use 2000s, as “two thousands™ is awkward.

For ages: use "thirties" (instead of 30s)

For clarity, describe fully the first two decades of any century: Many of these
discoveries were announced during the first decade of the twenty-first century.

For centuries, use either numerals (1600s) or lowercase spelled-out names:
No hyphen: He lived in the sixteenth century.
Hyphen: He wrote sixteenth-century novels.

Punctuation
21.2=>commas

See full listing of comma usage at Turabian 21.2. Primary uses:

When listing a series of three things (red, white, and blue). Note that there is a
comma before “and” in a series.

Before a conjunction when what follows is an independent clause:
| went to the store, and | saw my mother trying on shoes.
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Between individual elements of names of places (Springfield, MO)

Do NOT use a comma between independent clauses; use a semicolon, as in:
| went to the store; | saw my mother trying on shoes.

21.3->semicolons

Use semicolons: (1) to separate independent clauses not separated by a
coordinating conjunction:

| love you; I'm sure you love me; (2) with a coordinating conjunction “...if the clauses
are long and have commas or other punctuation within them” (p. 311); (3) before
the words then, however, thus, hence, indeed, accordingly, besides, and therefore;
(4) when “items in a series have internal punctuation” (p. 312) such as: “*Green
indicates vegetation that remained stable; red, vegetation that disappeared; yellow,
new vegetation.” (p. 312)

21.4->colons

Colons should not directly follow verbs.
Wrong: ...whose basic elements were: (1) red, (2) white, and (3) blue.
Right: ...whose basic elements were (1) red, (2) white, and (3) blue.
OR (Right): contained these basic elements: (1) red, (2) white, and (3) blue.

If what follows the colon is not a complete sentence, the first word should is
lowercased (unless a proper noun or otherwise requiring capitalization). If what
follows is a complete sentence, capitalize the first word following a colon. (CMOS18
6.67)

21.5>question marks
Ellipsis> See under later section “Citation Formatting.”

21.6>exclamation points
Exclamation points are rarely used in academic writing (except in a quotation!!ill).

21.7->hyphens and dashes
While Turabian allows either a hyphen or an en dash for indicating a page range, a
hyphen is preferred (e.g., 315-316).
See 21.7 in Turabian for hyphen and dash use and also 20.3, regarding
“Compounds and Words Formed with Prefixes.”
See also Chicago Manual of Style 18t edition Hyphen table (CMOS18 7.96).
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Note the proper form of the following words:

One word: Hyphenated words: Two words:
bodybuilders long-standing decision making
Christlike mind-set problem solving
downside real-life team taught
everyday (as adj.) | twenty-three

interpersonal well-being

laypeople three-month

lifelong over-saturate

lighthearted follow-up

midlife single-spaced

multifaceted

ongoing well-equipped (see 20.3.1 for

postmodern when this is hyphenated and

posttest when it is not.)

prefallen state

presession

pretest

sociocultural

threefold

website

21.7.32>Em Dash

Use a computer generated “em dash” (—) instead of two hyphens (--). (Obtain em
dash by going to “insert” and then “symbols.” Or, Word automatically turns two
dashes into an em dash if you have auto format on and continue to type. Ex. This--
becomes This—instead.) Note: there should be no spaces before or after the em
dash. See 21.7.3 for use of “em” dash for setting off a parenthetical element. Note:
CMOS no longer recommends using the 3-em dash to stand in for the same authors
in consecutive bibliography entries. Instead, repeat the author’s name. (CMOS18
13.72).

21.8>parentheses and brackets

21.10>qguotation marks

Replace straight quotes with “smart quotes™ or what we sometimes call “curly
quotes.” (You can use find and replace to do this. Change default in computer by
going to *tools,” “auto correct,” and “auto format.”) Often material copied from an
online source defaults to straight quotation marks. Also use “curly” apostrophes
instead of straight.

Put definitions within quotation marks; ex., tsadag can also be translated as
“righteous”

NOTE: Commas and periods always go INSIDE the quotation marks: John said,
“I don’t think | understand Turabian.” Dashes, colons, and semicolons almost always
go OUTSIDE the quotation marks. Question marks and exclamation points are
determined by whether they are part of the quoted material.
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Spelling

See Turabian chapter 20 regarding spelling issues. Also make use of the Web for an
abundance of resources that will help clarify spelling questions. Many words have
alternative spellings. For example, the D.Min. has a preferred spelling of “worshiping”
and “counselor” instead of “worshipping” and “counsellor.” Use the American
spelling “toward” instead of “towards.”

Hyphenation - For spelling issues related to hyphenation questions, see “*hyphens and
dashes” above under “Punctuation” and also 20.3 in Turabian, regarding
“Compounds and Words Formed with Prefixes.”

Plural Forms - See 20.1 for plurals and 20.2 for possessives. Do not confuse the two.

Possessive - See 20.2 for possessives and 20.1 for plurals. Place an apostrophe “s” ('s)
after words that end in “z" such as Horowitz's Unholy Alliance. Remember that “its” is
possessive, and “it's” means “it is.” Example: The organization was concerned with its
image. (Note: to align with Chicago Manual of Style 18, we will use Jesus’s and
Moses’s for possessive.)

Split Infinitives

Elements of Style (p. 58) says, “There is precedent from the fourteenth century down
for interposing an adverb between to and the infinitive it governs, but the
construction should be avoided unless the writer wishes to place unusual stress on the
adverb (to diligently inquire, to inquire diligently).”

However, Elements also says on p. 78, “The split infinitive is another trick of rhetoric in
which the ear must be quicker than the handbook. Some infinitives seem to improve
on being split, just as a stick of round stovewood does. ‘| cannot bring myself to really
like the fellow.’ The sentence is relaxed, the meaning is clear, the violation is harmless
and scarcely perceptible. Put the other way, the sentence becomes stiff, needlessly
formal. A matter of ear.” So allow a split infinitive if the meaning is clearer and the
sound better.

Tense

Tense as it relates to the D.Min. project chapters:

Chapter 1 - past and present relative to the problem; future relative to proposed
project.

Chapters 2 and 3 — (refer to guidelines at the link below, especially in reference to
quoting biblical texts.)

Chapters 4 and 5 - past tense since they describe evaluation and summary of
project. In the contribution to ministry section of chapter 5, use past tense to describe
what contribution the project already has made to ministry as a result of your project
and then future tense when you talk about ways it will continue to make a
conftribution in the future.
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Regarding use of the "Historical Present” tense, note the following:
Use the present tense for Bible narratives, but past tense when referring to things that
happened during Bible times that are not in the narrative. For example:
Bible narrative-
“In Luke 24, Jesus says to those on the road to Emmaus...”
Note this is in present tense because the narrative (the Bible, the literature itself)
CURRENTLY says...
In Bible times-
“When Jesus spoke with the travelers on the road to Emmaus...”
Note this is in past tense because it is talking about an event that happened in
Bible fimes.

That

This word is ONE THAT IS often overused. [This word is often overused.] Learn when
that is needed and when it is not. Consider how it sounds and consider meaning. If
you can do without that, then do. If it is necessary to meaning, keep that.

Not needed: She knew she could do it. (Instead of: She knew that she could do it.)
Needed: A stir that suggested disapproval swept the audience.

“He felt that his big nose, which was sunburned, made him look ridiculous.” (Elements,
78)
To omit the that here, you have, “He felt his big nose...”

That/Which

Tip from Microsoft Word: Word's grammar correction indicates that “which” requires
a comma before it, whereas “that” does not. Strunk & White say “that” is defining
and restrictive, and “which” is non-defining, or nonrestrictive.

Defining: The lawn mower that is broken is in the garage. (Tells which one)
Non-defining: The lawn mower, which is broken, is in the garage. (Adds a fact about
the mower in question.)

Often you just need to trust your ear to know WHICH word to use (the first example
below sounds better, yes?):

You may have to frust your ear, which is usually a good judge.

You may have to frust your ear that is usually a good judge.

That/Who
Basic rule of thumb: use “who" when referring to people, “that” when referring to
things.
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Variety in Sentence Beginnings

Many style choices can help enhance a sense of variety in your writing. Word variety
helps move your writing along, as it is more interesting and helps to keep the reader’s
attention better. Often writers tend to overuse “Th” words at the beginnings of
sentences, for example, such as The, There, and This. See the link below for a helpful
list of words to use as sentence starters in order to help increase variety in your writing:
http://virginialynne.hubpages.com/hub/Words-to-Use-in-Starting-Sentences

Note: This page also lists helpful transition words, which help provide variety both
within a paragraph and between paragraphs.

Whether or If?
See what Grammar Girl has to say about whether to use whether or if:
http://www.quickanddirtytips.com/education/grammar/if-versus-whether



http://virginialynne.hubpages.com/hub/Words-to-Use-in-Starting-Sentences
http://www.quickanddirtytips.com/education/grammar/if-versus-whether
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Capitalization List!

Abrahamic Covenant

Adamic Covenant; Adamic nature

adversary (Satan)

adviser

Almighty, the (Deity)

ancient Near East/Eastern

Ante-Nicene Period

Antichrist (the person)

Apocrypha

Apostle (when followed by Paul, Peter, etc.)

apostles (except when part of the title, such as Apostles’

Creed)

apostolic (except when part of a title, i.e., Apostolic

Church, Apostolic Era)

ark (Noah’s or ark of the covenant)

army, the (but United States Army)(In a work that is
primarily focused on the US military, terms
such as Army, Navy, and Air Force are usually
capitalized even when standing alone and used
in reference to the official entity) (CMOS18
8.113)

Ascension, the (but: ascension of Jesus)

Assemblies of God (See Text Box)

Atonement, Day of; Atonement, the (but: the

atonement of Christ)

Augsburg Confession

Authorized Version (King James)

B

B.C. (after numeral: 4 B.C.)

baby; the baby Jesus

Babylonian captivity

Baptism (meaning in the Holy Spirit or in water; but:
baptism in the Holy Spirit or Spirit baptism)

Battle of Armageddon

beast (Antichrist)

Beatitudes

Beautiful Gate (but: gate Beautiful or gate called
Beautiful)

Bible, biblical, nonbiblical (but: Biblical Hebrew)
Bible college (“She had a Bible college education.” But,
“He went to Eugene Bible College.”)

Black (when referring to people CM0S18 8.39)
Blessed Hope

GCAG Style Manual Page 20

Assemblies of God Terms and Titles

Organizational Name

1. The corporate name, reserved for use when referring to the legal entity, is The
General Council of the Assemblies of God.

2. Once every two years the full legal body gathers to conduct the business of the
church. Each session of the corporation is referred to as a General Council.

3. The entire constituency, and popular term by which the church is known, is
“Assemblies of God.”

Correct Usages
1. “Assemblies of God" is a collective term and takes a singular verb form:

The Assemblies of God is a growing church.
The Assemblies of God has many missionaries.

2. Notice the use of Assemblies of God when referring to several churches but not
to the organization as a whole:

The Assemblies of God churches are sponsoring a revival.
The Assemblies of God of Springfield have worked together for this
outreach.

3. When the term “Assemblies of God” describes an individual or a church, it should
always be used in the plural:

An Assemblies of God church; not an Assembly of God church
An Assemblies of God minister; not an Assembly of God minister

The only time “Assembly of Ged” is used in the singular is when the words are
part of the individual church name or serve as a substitute for the word “church.”
It is comect to say Calvary Assembly of God, First Assembly of God, or the
Assembly of God. Since the werd “assembly” i1s synonymous with “church,” it is
redundant and incorrect to say “Assembly of God church.” A church in the
organization is an Assemblies of God church.

Blood, the (but: the blood of Christ)

Body (the Church, but: body of Christ)

Book (as in “the Book of Acts”)

Book of Life, the

Book of Mormon

Book of Revelation

Book, the (Bible)

Bread of Life (Christ)

Bride — (the Church, but: bride of Christ). This is true
with most concepts: capitalize the Rapture
(but, rapture of Christ); capitalize the
Resurrection (but, the resurrection of Christ);
capitalize the Second Coming (but, the second
coming of Christ).

! Many of the words in this alphabetical capitalization list are adapted from the Style Manual of the General
Council of the Assemblies of God (Springfield, MO), n.d. Used by permission.




C

Calvary

canon, the

catechism

Catholic (but: catholic, meaning universal)
century, first (ninth, tenth, twentieth) Hyphenate when
modifying: a twentieth-century trend...

chapter (as in, chapter 5 of this project)

charisma

charismatic, charismatic renewal

Children of Israel (but: people of Israel)

Christ, Christlike (but: a false christ)

Christ child

Christian Era

Christology, christological (adj.)

church (a building or a local group)

Church (universal, the invisible body of Christ)
Church Age

church and state

church fathers

City of David, the (proper name, but: a city of David, the
city of Jerusalem)

civil rights

Comforter (the Holy Spirit)

Communion (the Lord’s Supper)

Council, Jerusalem

Council, the (Jewish Council, but apostolic council)
Covenant, Davidic (Abrahamic, Adamic/Edenic, Davidic,
New, Old)

creation, the

Creator, the

cross, a

Cross, the (but: the cross of Christ)

Crucifixion, the (but: crucifixion of Jesus)

crusade (evangelistic meeting)

Crusades, the

D

Davidic Covenant

Day of Atonement

Day of Judgment

Day of Pentecost

Day of the Lord

Decalogue (the Ten Commandments)

Deity, the (meaning God, but: Zeus was considered
deity)

Deity pronouns: He/Him/His; Me, My, Mine; Thee, Thou,
Thy, Thine; You, Your, Yours

deity pronoun: himself

devil, the (but: Satan)

district/District (Kansas District Council, Kansas district,
district council)
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Divine (only when referring to God, i.e., “the Divine”)
divine, divinity

divine guidance

divine providence

doctor of ministry (DMin) (see CM0S18 10.23)

early Christian

Early Church, the (but: early church fathers)

Elder Brother (referring to Jesus)

Eleven, the (referring to the apostles)

email (no hyphen per CM0OS18 7.96)

end-time, end times, end-times event

Epistle (when used as the book’s title: “Epistle to the
Ephesians”)

epistle (when not used as a title: “Paul wrote an epistle
to the church at Ephesus”

Epistles, the (but: Pauline epistles)

evangelical (however, capitalized if part of an official
name of an organization or church, sometimes
capitalized if referring to Evangelical believers
or churches—if it is capitalized to refer to
churches that are fundamentalist versus)
(See Textbox below)

Executive Presbytery (but executives, executive
presbyters)

Exodus, the (and the Book of Exodus) (but: the exodus
of the Israelites)

Evangelical/evangelical

See
http://www.lausanneworldpulse.com/research.php/196/01-
2006 for when to capitalize and when not to:

“These two designations cut across all of the six Christian
traditions (Anglican, Independent, Marginal, Orthodox,
Protestant and Roman Catholic). Evangelicals (with uppercase
E) are mainly Protestant churches, agencies and individuals
that call themselves by this term (for example, members of the
National Association of Evangelicals); they usually emphasize
five or more of seven, nine or twenty-one fundamental
doctrines (salvation by faith, personal acceptance, verbal
inspiration of Scripture, depravity of man, Virgin Birth,
miracles of Christ, atonement, evangelism, Second Advent, et
al).

The lowercase term evangelicals refers to Christians of
evangelical conviction from all traditions who are committed
to the evangel (gospel) and involved in personal witness and
mission in the world; it includes Evangelicals but also all who
do not belong to specifically Evangelical churches or agencies,
nor give their primary identity as ‘Evangelical,’ yet remain
committed.”



http://www.lausanneworldpulse.com/research.php/196/01-2006
http://www.lausanneworldpulse.com/research.php/196/01-2006
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faith, the

Fall, the (but: the fall of man)

Father of Lies

Father, the (but: fatherhood of God)

Feast of Atonement

Feast of Ingathering

Feast of Passover (but: feast of the Passover)
Feast of Pentecost

Feast of Tabernacles

Feast of Unleavened Bread

Feast of Weeks

Fellowship, the (Assemblies of God or Pentecostal)
first Adam (but: Last Adam as in Jesus)

First Cause, the (Deity)

First Epistle of John

Flood, the

fruit of the Spirit

Full Gospel (if part of organization name)

full gospel (as in “I preach the full gospel”)

G

Garden of Eden, Garden of Gethsemane
Garden, the (Eden or Gethsemane)
general epistles

General Presbytery (but general presbyters)
Gentile (see CM0S18 8.39)

glossolalia

Godhead

God is a Spirit (but: God is spirit)

God the Almighty

God’s Law

God-life

Godlike

godly/godliness

God-Man

God’s Word (Bible)

God’s word (promise)

Godward

Golden Rule

good news (gospel)

good Samaritan

Good Shepherd, the

gospel (good news), the gospel of Christ
Gospel of John (or John’s Gospel)
Gospels, the

Great Commission, the

Great Tribulation, the

Great White Throne, the

H

He, His, Him, himself (Deity)

heaven

Heavenly Father

hell

Holy Bible

Holy City (New Jerusalem)

Holy Land

Holy of Holies, Holy Place, Holiest of All
Holy Spirit (not Holy Ghost)

Holy Writ

Immanuel (not Emmanuel unless in a direct quote)
Incarnation, the (but: the incarnation of Christ)
Indigenous (when referring to Indigenous people)
Infinite, the (Deity)

follows:

Capitalization of Titles/Headings
Words to capitalize in titles (See 22.3, “Titles of
Works”):

Use title case (headline style) capitalization (see p. 314
and CMO0S18 8.159-160) for titles of works in English.

Use sentence case (sentence-style) capitalization for
titles of works in foreign languages.

“...capitalize the first letter of the first and last words of
the title and subtitle and all other words” except as

1) articles

2) prepositions (unless 5 letters or larger; unless
emphasized, as in: “A River Runs Through It” or used as
an adverb, as in: “Look Up” or an adjective: The On
Button)

3) to when used as part of an infinitive; to and as unless
it's the first or last word

4) coordinating conjunctions

5) parts of proper nouns normally in lowercase: Ludwig
van Beethoven

Note: the word following a colon in a subtitle is
capitalized, even if it is an article or preposition.
(Example: Computer-Aided Graphics: A Manual for
Video-Game Lovers). Hyphenated compound words in
title case are both capitalized (as in “Self-Sustaining
Reactions”). (CMOS18 8.162)
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J

Jerusalem Council

John the Baptist

John the Beloved

Jordan River (but: river Jordan)

Judgment Seat (but: judgment seat of Christ)
Judgment, the

Judgment, the Great White Throne

Judgment, the Last

King James Version

King of Glory

King of Judah (Jesus)

king (of Judah): David was the king of Judah.

King of kings

kingdom of God/heaven, the

Kingdom of Israel/Judah

Kingdom, the or “God’s Kingdom” or “Christ’s Kingdom”
(but: kingdom of God)

Kinsman-Redeemer (Christ)

Koran, Koranic

lake of fire

Lamb’s Book of Life, the
land of Promise (but: Promised Land)
Last Adam (but: first Adam)
last days

Last Judgment, the

Last Supper

latter day

latter rain

Law of God (or God’s Law)
Law, the (Mosaic Law, but: the law of Moses)
Law and the Prophets, the
Lawgiver (Deity)

laws of God

Levitical

Light of the World (Deity)
Living Word (Deity)

Logos, the

Lord of hosts

Lord of lords

Lord’s Day

Lord’s Prayer

Lord’s Supper (Communion)
Lord’s table

lordship of Christ, the

Man, the (Christ)

Marriage Supper of the Lamb

Mass

master of arts, master of divinity (MA, MDiv)

Master Teacher (Christ)

Master, the (Deity)

mercy seat

messiah, a

messiah, false

Messiah, the (Christ)

messiahship

messianic (but: Beth Simcha Messianic Congregation)

Messianic Age

Millennium, the (millennial when referring to a span of
time; Millennial when referring to the
“Millennial generation.”)

Mosaic Law, Mosaic Covenant

Most High God, the

Most Holy Place

Movement, the (Assemblies of God or Pentecostal)

N

Name, the (but: name of Christ)

Nazarene (place of birth)

Nazarite, Nazirite (vow, person)

navy, the (but: United States Navy) (See exception under
“army” above)(CMO0S18 8.113)

neo-Pentecostals

neo-Platonism

network (v. to connect; n. group closely connected and
working together)

Network (Northwest Ministry Network, Northwest
Network)

new birth

New Covenant

new earth

new heaven

New Jerusalem

New Testament Era

Nicene Creed

Nicene Fathers

Nicene, Nicene Period

nonbeliever

nonbiblical

non-Christian (but: unchristian)

North, etc. (See Textbox on next page)

Northern Kingdom (but: northern kingdom of Israel)
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Names of places/regions (CMOS18, 8.46-48)
per Chicago Manual of Style 18" ed. (upon which
Turabian is formulated but here offers more detail)

Continents, countries, and names derived from them (CMOS 8.46)
Asia/Asian; Ireland/Irish; California/Californian

Points of the compass (CMOS 8.47)
pointing toward the north; a north wind; a northern
climate
to fly east, an eastward move; in the southwest of France;
southwesterly

Regions of the world (CMOS 8.48)
the East, Eastern, an Easterner, the Far East, Middle East,
Eastern Hemisphere; but east, eastern, eastward, to the

east (directions)
Old Covenant

Old and New Testaments, the Old Testament Scriptures
One, the (Christ)

orthodox Christianity

Orthodox (as in Greek Orthodox, Russian Orthodox)

papal

Parable of the Prodigal Son

Paraclete (Deity)

paradise

Passover, the; Passover Feast (but: Passover supper)

Pastor (as in: Pastor Jones, but: Mr. Jones is a pastor.)
(See Textbox below)

pastoral epistles

Pauline epistles (but: the Epistles)

Pentateuch, Pentateuchal

Pentecost, Pentecostal

people of Israel

Titles/Offices (CMOS18, 8.20-30)

Civil titles/sovereigns (8.23-4)
the vice president; John Adams, vice president of the
United States; Vice President Adams; vice-presidential
duties
Nero, emperor of Rome; the Roman emperor

Military titles (8.25)
the general; General Ulysses S. Grant, commander in
chief of the Union army; General Grant; the
commander in chief

Religious titles (8.27)
the rabbi; Rabbi Avraham Yitzhak ha-Kohen Kuk; the
rabbinate
the pastor; the pastor of First Assembly; Pastor Shirley
Stoops; pastorate

Corporate and organizational titles (8.28)
the chief executive officer; Mary Barra, chief executive
officer of General Motors; the CEO

Academic titles (8.29)
the professor; Francoise Meltzer, professor of
comparative literature; Professor Meltzer

Person (Deity; but: person of the Holy Spirit)
Pharisee

plan of redemption

Pneuma (Holy Spirit)

pool of Bethesda

pope, the

Post-Apostolic Church

Post-Nicene Period

post-Tribulation

posttest

predominantly (preferred usage instead of
predominately)

pre-Tribulation

pretest

Prince of Darkness

Prince of Peace

Prodigal Son, the; the Prodigal
Promise, land of

Promised Land

promised land of Canaan

Prophetic Books (of the Bible)
Protestant

Psalm 23 (but: a psalm)

Psalmist, the (but: the psalmist David)

Psalms, Book of

rabbinic (except when referring to Rabbinic Hebrew)
Rapture (but: rapture of the Church)

Redeemer (Christ)

redemption, plan of

Reformation, the

resurrection (final resurrection of the dead)
Resurrection, the (but: the resurrection of Christ)
Revelation, Book of

revelation of Christ

river Jordan (but: Jordan River)

S

sabbath (a time of rest)

Sabbath, Sabbath Day

Sacred Writings, the

Sadducee

salvation

Satan (but: satanic)

Savior (but: a savior)

Savior-King

Scofield Reference Bible

scriptural

Scripture, a verse of

Scripture, the (synonym of Bible)

Scriptures (synonym of Bible, but: looking at several
scriptures)

Second Coming, the (but: the second coming of Christ)
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Septuagint

Sermon on the Mount

Seventy, the (the specific group Christ
sent out two-by-two)

Shabbat (Hebrew for Sabbath)

Shekinah

Shepherd Psalm, the

Solomon’s Temple

Son of Man (Deity)

sonship of Christ, Jesus’s sonship

soul winner, soul-winning (adj.)
Southern Kingdom (but: southern kingdom of Judah)
spirit (when referring to a person’s spirit)
Spirit of God, the

Spirit of Truth, the

Spirit, the (Holy Spirit)

Spirit-filled

Sunday School

T

Tabernacle, the (not Tabernacle)

Talmud, Talmudic

Tanakh (acronym for Torah, Nevi'im, and Ketuvim)
temple, the (but: Solomon’s Temple)

Ten Commandments (First Commandment, Sixth
Commandment, etc.)

Thee, Thou, Thine, Thy, thyself (Deity)

Third Person of the Trinity

Throne of Grace

Transfiguration, the (but: the transfiguration of Christ)
tree of life

tribe of Judah

Tribulation, the (referring to the Great Tribulation
period)

Trinity, the

Triumphal Entry

Twelve, the (but: twelve disciples)

Twelve Tribes (but: twelve tribes of Israel)
Twenty-third Psalm

unbiblical

unchristian (but: un-Christlike, non-Christian)

unscriptural

Upper Room

Virgin Birth (but: virgin birth of Christ)
virgin Mary

Vol. (in Bibliography format)

vol. (in footnote format)
website

Vulgate

who, whom, whose (Deity)
Winter, Spring, Summer, Fall
Wise Men (Magi)

Word of God (Bible)

Word, the (the Bible as a whole)
words of God

written Word

Y

Yahweh
You, Your, Yours (Deity)
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Citation Formatting

See Turabian chapter 16, “*Notes-Bibliography Style: The Basic Form,” and chapter 17,
“Notes-Bibliography Style: Citing Specific Types of Sources” for citation format
required in D.Min. papers and projects. Do not use the “Author-Date” (parenthetical
reference) style of chapters 18 and 19. See a summary on page 151-153 (Figure 16.1)
for the basic patterns.

Below are additional Citation Formatting Guidelines:

Appendix, References to an
To refer a reader to an appendix in the back of your document, assign the appendix
a consecutive letter and give the appendix an appropriate name. Appendices must
appear in the back in the order they are first mentioned within the document. Insert a
footnhote following this format:

17See Appendix A, “Case Study in Discipleship.”

Artificial Intelligence
See above section on “Generative Al Policy” regarding use of Al in academia. Below
are guidelines for citing appropriate usage fromm CMOS18:

e Created/adapted lllustrations: If the illustration was created by or with the help

of Al, that fact should be noted in the credit. For example (CMOS18 3.38)
Fig. 3. Image generated by DALLE-E 2, April 7, 2023, from the prompt “An ornate
bookshelf with a portal intfo another dimension.”

e Translations: When quoting a source that requires translation, and the source is
a machine tfranslation, that service e should be credited (e.g., “Translations
generated by Deepl and edited by the author.”). (CMOS18 11.16)
e Generated text: For example (CMOS18 14.112)
1 Text generated by ChatGPT-3.5, OpenAl, December 9, 2023, https://....
2Response to “Explain how to make pizza dough from common
household ingredients,” ChatGPT-3.5, OpenAl, December 9, 2023, edited for
style and accuracy.
It is not necessary to include Al sources in the bibliography.

Authors

« Do not use Dr., Rev., Mr. or any other title when referring to an author.

« Use author’s full name upon first reference; use only author’s last name (not
first) with subsequent references.

« If two authors, cite last name of both authors on subsequent references: Gill
and Cavaness. If a source has three or more authors, list only the first author in
the text followed by et al. (CMOS18 13.23, 107): Gill et al. demonstrated good
teamwork. For footnotes or bibliography entries with multiple authors, see
below “Et al.”

« If you cite two authors (of separate books) with the same last name, use the
author’s first name whenever you cite him or her.
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« If abook’s authors have the same last name (such as a married couple), add
both last names (See the hypothetical example in the footnote below).2

« For more than one work by the same author, in the Bibliography, list books
alphabetically by title. Repeat the author’'s name in consecutive entries rather
than using the prior method of replacing the name with a three “em-dash” line
(CMOS18 13.72):

Gates, Henry Louis Jr. America behind the Color Line...
Gates, Henry Louis Jr. The Signifying Monkey: A Theory of...

- If two authors or editors, add a comma before the “and” in the bibliography:
Botterweck, G. Johannes, and Helmer Ringgren, eds.

« See use of et al. below.

Bible Citation

The first time you quote Scripture, insert the following footnote: All Scripture
quotations, unless otherwise noted, are from (insert the SBL standard abbreviation of
the name of the translation). In the project, do this in each chapter. If using NIV, you
must designate if you are using the 1984 or 2011 version of the NIV (note this does not

mean a publication year from a study Bible but the version date):
27 All Scripture quotations, unless otherwise noted, are from the NIV (2011).

After Scripture has been quoted in text, put Scripture reference(s) in parentheses
(NOT IN A FOOTNQOTE), using the abbreviations below. For example: (Gen 3:12-13).
Note that the period goes AFTER the closing parenthesis: *Jesus wept” (John 11:35).

If you refer to a different version than your main source, put the abbreviation of that
version in parentheses also: (Gen 3:12, NIV). See 24.6.4 (p. 354) for a list of
abbreviations for versions of the Bible.

Abbreviations: (As of June 2017, AGTS is using the SBL abbreviations below. Note that
the Arabic numeral is used for numbered books (1 Thess, not | Thess) and no periods
are included. See Turabian 24.6 for other information relative to biblical citation.

Old 2 Sam Prov AmMOos New Eph 1 Pet

Testament: | 1Kgs Eccl Obad Testament: | Phil 2 Pet
2 Kgs Song Jonah Col 1 John

Gen 1 Chr Isa Mic Matt 1 Thess 2 John

Exod 2 Chr Jer Nah Mark 2 Thess 3 John

Lev Ezra Lam Hab Luke 1 Tim Jude

Num Neh Ezek Zeph John 2Tim Rev

Deut Esth Dan Hag Acts Titus

Josh Job Hos Zech Rom Philm

Judg Ps/Pss Joel Mall 1 Cor Heb

Ruth 2 Cor Jas

1 Sam Gadal

2 Paul Wood and Dene Wood, Another Great Book by Amazingly Intelligent Assemblies of God Theological
Seminary Authors (Springfield, MO: Gospel Publishing House, 2011), 1.
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Do not abbreviate a biblical reference in running text of the paper: (“The opening
chapters of Ephesians constitute a sermon on love.” OR *According to Genesis 1:27,
God created man in His own image.” OR “Jeremiah, chapters 42-44, records the
flight of the Jews to Egypt.)

Make sure multiple Scripture references are in proper sequence as found in the Bible
(Gen 1:1; 9:3-5; Mark 1:1; 16:1; Rev 1:1). Use a semicolon between different chapters
within books and between different books when listing multiple sources.

DO abbreviate a bible reference when it appears in a footnote (CMOS18 10.50).

Subsequent Citation from Bible Passages:
If you refer to verses from the same chapter as the previous citation, use the
abbreviation v. or vv. for verse(s) (e.g., vv. 17-18).

Do not repeat a book abbreviation for a citation immediately following one from
the same book. For example: (Exod 3:12) and later in the same paragraph (4:12).

Do repeat the book once you have begun a new paragraph. This helps to
reorient the reader to the book of the Bible you are referring to, without having to
look back in the previous paragraph to do so.

In biblical referencing, Turabian and the Chicago Manual discourage the use of “f”
and “ff.” Use the specific page range of verses instead.

Use a hyphen between verses instead of a comma (72-73, not 72, 73)
When more than one Psalm is being referenced, use Pss. Instead of Ps.
Use “cf.” sparingly, and it is preferable only in footnotes.

Do not list Bibles in the bibliography/SOURCES section (16.2.3; 17.8.2).

When dealing with the original languages (Greek and Hebrew), either use the
Unicode font within Microsoft Word in regular 12 point font with no bold.

Block Quotations
“Present a prose quotation of five or more lines as a block quotation.” (25.2.2)
For use of epigraphs used as block quotes, see 25.2.2.3.
Format:
single-spaced
Do not set off with quotations marks.
Leave a blank line before and after the block quote.
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Indent entire quotation to the half-inch mark only on the left side of the quotation.
Extend all the way out on right. If the original you are quoting is the beginning of a
paragraph, indent the block quote a half inch and capitalize the first word.

Preserve quotation marks within the quote. (Note: A quote within a block quote
should be set off with double quotation marks, not single.)

For a block quote of more than one paragraph, do not add a blank line between;
indent first line of second paragraph (p. 362).

Do not end a paragraph with a block quote. Add a closing sentence afterward.
See 25.3.2.4 for paragraph omission within a block quote.

Block quotation footnote number should be at the end of the quote itself, not at the
end of the introductory sentence that infroduces the block quote (see sample at end
of this sentence).’
NOTE: Commas and periods always go INSIDE the quotation marks: John said,
“I don’t think | understand Turabian.” Dashes, colons, and semicolons almost
always go OUTSIDE the quotation marks. Question marks and exclamation
points are determined by whether they are part of the quoted material.

Class/Course Lecture (footnote and bibliographic forms):
1 Earl Creps, “Renewing the Spiritual Leader” (class notes for Core 1 Course at Assemblies of God
Theological Seminary, Springfield, MO, February 7, 2008), 41.

Creps, Earl. “Renewing the Spiritual Leader.” Class notes for Core 1 Course at Assemblies of
God Theological Seminary, Springfield, MO, February 7, 2008.

Dictionaries/Encyclopedias (17.9.1)
« For well-known reference works, cite only in notes. You may choose to include
a specific work in your bibliography if it is critical to your argument. In the
footnote, omit facts of publication, but specify edition if not first. For an

alphabetically arranged work, cite thus:
Encyclopaedia Britannica, 15th ed., s.v. “Salvation.”

« Forless well-known works, include publication details in notes and list the work
in your bibliography (See p. 205 for note and bibliographic sample.)

« Turabian typically permits the use of the abbreviation “s.v.” (from the Latin sub
verbo “under the word ...") when citing dictionaries or encyclopedias—as
above (Encyclopedia Britannica 151 edition, s.v. “salvation”). At AGTS,
however (with the exception of language dictionaries, e.g., Webster's,
American Heritage, Collins German Dictionary), all other dictionaries and
encyclopedias (e.g., Dictionary of Pentecostal and Charismatic Movements
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and Theological Dictionary of the New Testament) are to be cited as a
chapter or titled part of a book by author’'s name (not the name of the book
editor). A sample bibliographic entry follows:

Chappell, P. G. "Healing Movements.” In Dictionary of Pentecostal and Charismatic
Movements, edited by Stanley Burgess and Gary McGee. Zondervan, 1988.

Dissertations/DMin Projects (17.7.1)
Footnote and bibliographic formats:

1 Robert Willis, “Liberation and Integration: Equipping Pastors to Help People Distressed by
Demonic Influence or Mental lliness” (DMin proj., Assemblies of God Theological Seminary, Springfield,
MO, 2025), 44, ProQuest Dissertations and Thesis Global.

Willis, Robert. “Liberation and Integration: Equipping Pastors to Help People Distressed by

Demonic Influence or Mental lliness.” DMin proj., Assemblies of God Theological Seminary, Springfield,
MO, 2025. ProQuest Dissertations and Thesis Global.

ed. and eds. (see Fig. 16.1 and 17.1.1.1)

When you have... Footnote Bibliographic format
format

editor instead of author , ed.
(or “eds.” if
more than
one)

author plus editor ed. (“edited Edited by
by")

author plus translator frans. Translated by

edition number 2nd ed. 2nd ed.

single chapterin an edited |in... , ed. In... , edited by

book
Note the distinction between a chapterin a book
and an article in a magazine or journal (no use of “in”
or “In" needed).
Page ranges for the chapter are no longer required
in the bibliography entry (a departure from previous
practices after CMOS18 14.8)

When referring to an ed. ed.

edition
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Editions (See Turabian 17.1.3) (footnote and bibliographic forms):
« Use 2nd (not 2nd). Do not include 15t edition or First edition.

« Book with more than one edition:
Author, Title, 8™ ed. (City: Publisher, Year), page.
Author. Title. 8th ed. City: Publisher, Year.

« For Revised edition:
Author, Title, rev. ed. (City: Publisher, Year), page.
Author. Title. Rev. ed. City: Publisher, Year.

« For Reprint edition:
Author’'s name, Title (1836; repr., City: Publisher, Year), page.
Author's name. Title. 1836. Reprint, City: Publisher, Year.

Electronic Books, Kindle, Logos Bible Software, etc.
See “Electronic Books"” Turabian 17.1.10 and “Electronic Sources” 15.4.1.

Electronic books are cited just like a print book. If it is a fixed-page format, there is no
need to mention the format. However, in reflowable formats, include the information
about the format used such as Apple Books, Kindle, EPUB, or add the DOI for an
online book.

3 Jane Austen, Pride and Prejudice (Penguin Classics, 2007), chap. 3, Kindle.

If no page number is available, avoid location numbers as they may differ. Instead,
cite by chapter or nearest section (see previous example).

For Logos Bible Software, cite the book with as much of the bibliographic information
as possible as a regular hard copy citation. Then at the end just add Logos Bible
Software.

1 Author Firstname Lastname, Tifle of Book (Publisher, Year), page/section/or chapter, Logos
Bible Software.

Author Lasthname, Firstname. Title of Book. Publisher, Year. Logos Bible Software.

Ellipsis

See 25.3.2, "Omissions.” Note: Read section closely, as there are different types of
uses for ellipses depending on the circumstances. Use computer generated ellipsis
(...) rather than three periods (. . .). (Obtain ellipsis by going to “insert” and then
“symbols.” Or, note: Word may change three typed periods intfo an ellipsis
automatically.)

Do not use an ellipsis before/after a quote if what you are quoting can stand alone.
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Leave a space after the text and before the ellipsis, and after the ellipsis and before
the next text. Note the following uses of ellipses:

« Basic, most common usage, is the omission of text resulting in a complete
sentence: "What we require ... is a new method.”

« If the omission does NOT result in a complete sentence, it MUST have proper
punctuation. Placement of the punctuation depends on whether the omission
precedes or follows the punctuation mark. If the material omitted precedes the
mark, put the ellipsis first: “All this is not exactly in S's tradition ...; and it was not
your style.”

If the material omitted follows the mark, put the ellipsis after the mark: “We are
fighting for the holy cause of Slavdom; ... for freedom; ... for the Orthodox
cross.”

« For omitting sentences from a paragraph, see this quote. The first ellipsis in the
quote indicates omitted material between two full sentences; the second
indicates omitted material that ends the sentence earlier: “The major
characteristic of the Pentecostal movement was a powerful ministry of the Holy
Spirit in the realm of the miraculous. ... Prominent among the miraculous works
were what have been called baptism in the Holy Spirit, speaking in tongues,
healing the sick, and casting out demons.... The second major wave of the
Holy Spirit...” From: C.P. Wagner, The Third Wave of the Holy Spirit, 16-18

Email (citation of) 17.6.2
'Roland J. Zuckerman, email message to author, June 1, 2017.

Emphasis Added

If, in a quotation you have italicized a word or phrase for the purpose of emphasis,
add [emphasis added] or [emphasis mine] immediately after the italicized word or
phrase. See 25.3.1.3.

Et al.
For a book with two authors, use both names in the text, footnote, and bibliography.
For a book with three or more authors or editors, list only the first author or editor
followed by et al. (updated by CMOS18 13.23, 107 compared to Turabian 9 examples
Fig. 16.1, p. 152; Fig 16.2, p. 165, 365):
in the text:

According to Jacquelyn Hall et al., the dynamic is ridiculous.
footnote citation:

Jacquelyn Dowd Hall et al., Title...
In the bibliography, list up to six authors; if there are more than six, list only the first

three, followed by et al.:
Hall, Jacquelyn Dowd, James Leloudis, Robert Korstad et al. Title ...
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Full and Subsequent References
See 16.4, “Short Forms for Notes.”

You must give full bibliographic information for the first-time reference of each source
in each chapter, even though you may have used it in a previous chapter.

a. After the first full citation of a source, subsequent footnotes should be reduced to
the Turabian short-form footnote style: last name of the authors or editors, short
title, and page range of the pages cited. (16.4.1, p. 164)

b. Writers must utilize a consistent short title throughout their writing.

c. To create the short form for ftitles, utilize the key word or key words from the full title
without changing the order of the words. For example, the article, *Patterns of
Prophetic Lawsuits in the Oracles to the Seven Churches” may be shortened to
“Patterns of Prophetic Lawsuits” but not “Prophetic Lawsuits in the Oracles.” Initial
definite and indefinite artficles are often omitted.

d. If the title of a work consists of four words or fewer, do not shorten the title, apart
from removing initial articles (i.e., A, An, or The). For more information regarding
short forms of titles, please see CMOS18 13.32-33, 36-37.

Hyperlinks

While footnotes/bibliographies must cite the full URL to identify the resource, projects
cannot have blue font or underlined links. To prevent the link from reverting, it is best
to remove all hyperlinks from the project chapters and appendices material.

A lengthy URL can be divided to better fit a bibliographic entry by using shift-enter
(creates a soft return rather than a hard return).

Ibid. (16.4.2)

CMOS no longer uses lbid (CMOS18 13.37). Instead, use a short note even if
repeated: Last name, full or shortened title, page. See above "“Full and Subsequent
References.”

Internet Citation Format (17.5, p. 194)

Footnote format:
1 Firstname Lasthame, “Title of Article,” Welbsite Name, Publication or Revision Date, accessed
Month, Day, year, hitp://www.fullURL.com.

Bibliographic format:
Lasthname, Firstname. “Arficle Title.” Name of Website. Publication or Revision Date. Accessed January
1, 2019. http://www.fullURL.com.

If there is no author to the article, list alphabetically by title of the website or
name of its owner or sponsor. Put the FULL URL of the web site so that the actual
article can be immediately located by following the link. See “Hyperlinks” above.


http://www.fullurl.com/
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ltalics

Italicize titles of books, journals, magazines, newspapers, courses, and movies.
Italicize foreign words.

ltalicize third-level subheadings.

Italicize words defined as terms (22.2.2)

Do not italicize (or bold) for emphasis unless using [emphasis mine]. See 25.3.1.3.

Journals
(See below “Magazines and Journals™)

Lexicons/Greek-Hebrew Dictionaries (17.9.1)
« Treated as a dictionary/encyclopedia (see above) where the entry word is the
title of the article. A sample bibliographic entry follows:

17 Johannes P. Louw and Eugene A. Nida, s.v. “TToitw,"” in Greek-English Lexicon of The
New Testament: Based On Semantic Domains, 2" ed. (United Bible Societies, 1996), 1:149.

Louw, Johannes P., and Eugene A. Nida. “moiéw."” In Greek-English Lexicon of The New
Testament: Based on Semantic Domains. 2nd ed. United Bible Societies, 1996.

Magazines (17.3) and Journals (17.2) See also Fig. 16.1, page 153).

Be sure to distinguish between these formats. Journals are scholarly in nature.
Magazines are not considered scholarly and are generally not acceptable for DMin
projects.

Journal (footnote and bibliographic formats):
I Alexandra Bogren, “"Gender and Alcohol: The Swedish Press Debate,” Journal of Gender
Studies 20, no. 2 (June 2011): 156, https://doi.org with full URL if applicable.

Bogren, Alexandra. “Gender and Alcohol: The Swedish Press Debate.” Journal of
Gender Studies 20, no. 2 (June 2011): 155-69. hitps://doi.org with full URL if applicable.

Magazine (foothote and bibliographic formats):
1 Jill Lepore, “Dickens in Eden,” New Yorker, August 29, 2011, 52.

Lepore, Jill. “Dickens in Eden.” New Yorker, August 29, 2011.

Remember to distinguish between a chapter or essay within a book (see Fig. 16.1, #5,
p. 152-153) and an article in a journal (see Fig. 16.1, #6, p. 153).

Multivolume Works and Series

The AGTS standard will be to use the SBL2 formatting, and we realize some of the
following differ from what Turabian notes. See samples below. (References are to
SBL2: 6.2.21-6.2.24.)

See SBL Student Supplement (section 1.3, “Working with Biblical Commentaries”) for more examples:
https://www.sbl-site.org/assets/pdfs/pubs/SBLHSsupp2015-02.pdf



https://doi.org/
https://doi.org/
https://www.sbl-site.org/assets/pdfs/pubs/SBLHSsupp2015-02.pdf
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(NOTE: The SBL2 style of not using superscript footnote numbers and adding a period after the footnote number
has been adjusted in the samples that follow to show our specified AGTS formatting. Since Word automatically
superscripts footnote numbers and does not add a period, AGTS aligns with the automatic Word formatting for
footnote number insertion. In addition, SBL2 uses “em” dashes for page ranges. The samples below reflect the
AGTS style of aregular hyphen for page ranges, i.e., 90-921 rather than 90—21. Since the place of publication is no
longer necessary, that info is deleted from the examples as well.)

6.2.21 A Titled Volume in a Multivolume Work
5Bruce W. Winter and Andrew D. Clarke, eds., The Book of Acts in Its Ancient Literary Setting,
vol. 1 of The Book of Acts in Its First Century Setting, ed. Bruce W. Winter (Eerdmans, 1993), 25.

¢ Winter and Clarke, Book of Acts, 25.

Winter, Bruce W., and Andrew D. Clarke, eds. The Book of Acts in Its Ancient Literary Setting. Vol. 1 of
The Book of Acts in Its First Century Setting. Edited by Bruce W. Winter. Eerdmans, 1993.

It is unnecessary when citing a single volume to give information about the total
number of volumes in the series. If you need to cite the entire multivolume series, see
§6.2.20.

6.2.22 A Chapter within a Multivolume Work
24Steve Mason, "Josephus on Canon and Scriptures,” in Hebrew Bible/Old Testament: The
History of Its Interpretation, ed. Magne Saebg (Vandenhoeck & Ruprecht, 1996), 1.1:217-335.

28 Mason, “Josephus on Canon and Scriptures,” 224.

Mason, Steve. “Josephus on Canon and Scriptures.” Pages 217-35in vol. 1, part 1 of Hebrew Bible /Old
Testament: The History of Its Interpretation. Edited by Magne Saebg. Vandenhoeck & Ruprecht,
1996.

6.2.23 A Chapter within a Titled Volume in a Multivolume Work

¢6 David Peterson, “The Motif of Fulfiiment and the Purpose of Luke-Acts,” in The Book of Acts in
Its Ancient Literary Setting, ed. Bruce W. Winter and Andrew D. Clarke, vol. 1 of The Book of Actsin Ifs
First Century Sefting, ed. Bruce W. Winter (Eerdmans, 1993), 83.

78 Peterson, "“"Motif of Fulfiment,” 92.

Peterson, David. “The Motif of Fulfilment and the Purpose of Luke-Acts.” Pages 83-104 in The Book of
Acts in Its Ancient Literary Setting. Edited by Bruce W. Winter and Andrew D. Clarke. Vol. 1 of
The Book of Acts in Its First Century Setting. Edited by Bruce W. Winter. Eerdmans, 1993.

6.2.24 A Work in a Series
Volumes that appear in a series follow the standard note and bibliographic form.

12Otfried Hofius, Paulusstudien, WUNT 51 (Mohr Siebeck, 1989), 122.
14 Hofius, Paulusstudien, 124.

Hofius, Otfried. Paulusstudien. WUNT 51. Mohr Siebeck, 1989.
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One Source Quoted in Another (17.9.3, p. 205)

“Responsible researchers avoid repeating quotations that they have not actually
seen in the original. If one source includes a useful quotation from another source,
readers expect you to obtain the original to verify not only that the quotation is
accurate but also that it fairly represents what the original meant. If the original
source is unavailable, however, cite it as ‘quoted in’ the secondary source in your
note. For the bibliography entry, adapt the ‘quoted in’ format as needed.” See page
206 for format.

Plagiarism
See Turabian chapter 25, "Quotations” (pp. 358-369) for avoiding plagiarism.

See also “Did | Plagiarize¢ The Types and Severity of Plagiarism’”
http://thevisualcommunicationguy.com/wp-content/uploads/2014/09/Infographic_Did-I-
Plagiarizel.jpg

Publishers/Publisher location

Make sure you are consistent in how you list publishing companies (not Zondervan in
some places, and Zondervan Publishing House in others). Omit from a publisher’s
name such items as Inc., Ltd., & Co., or Publishing Co. (CMOS18 14.33).

Chicago no longer requires a place of publication (such as city/state) for books
published since 1900. Books published before 1900, the city of publication is typically
of greater interest (publisher is likely non-existent) and can replace the publisher’s
name. (CMOS18 14.30-31).

To identify self-published books in a footnote, use the phrase “pub. by author.” In a
bibliography, use “Published by the author” (CMOS18 14.36).

Quotation Formatting

When quoting a source, the quote in your document should be “accurate not only
verbally but also in orthography and punctuation” (SBL 2nd, 2.1.4). Strive to reproduce
the resource exactly. Avoid changing items solely to confirm to the format of your
document. For example, if your resource uses lower case he/him to refer to God, do
not capitalize them to be in conformity with your document practices. However, it is
permissible to make minor adjustments to capitalization, punctuation, emphasis, and
spelling when integrating the quote into the context of your writing. See Turabian 25.3
for a list of permissible changes. See below for the use of [sic].

Reviews (see 17.9.2)
Footnote format:

1 Lewis Brogdon, review of Women in Leadership, by Kimberly Alexander and Alice Gause,
Pneuma: The Journal of the Society for Pentecostal Studies 31, no. 2 (2009): 305, https://..full URL.

Bibliography format:
“You generally need not include reviews in your bibliography, although you may choose fo include a
specific review that is critical to your argument or frequently cited.” (p. 192)


http://thevisualcommunicationguy.com/wp-content/uploads/2014/09/Infographic_Did-I-Plagiarize1.jpg
http://thevisualcommunicationguy.com/wp-content/uploads/2014/09/Infographic_Did-I-Plagiarize1.jpg
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Brogdon, Lewis. Review of Women in Leadership by Kimberly Alexander and Alice
Gause. Pneuma: The Journal of the Society for Pentecostal Studies, 2009. https://.. Full URL.

Self-published Books
To identify self-published books in a footnote, use the phrase “pub. by author.” In a
bibliography, use “Published by the author” (CMOS18 14.36).

Shortened Footnotes
See above “Full and Subsequent References” and “Ibid.” Ibid is no longer used
(CMOS18 13.37).

[sic] (25.3.1.1)

If the author you are quoting makes a spelling or grammar mistake that “reveals
something significant about the source or is relevant to your argument, preserve it in
your quotation. Immediately following the error, insert the Latin word sic (“so”),
italicized and enclosed in brackets, to identify it as the author’s error” (p. 364). See
Turabian 25.3, *Modifying Quotations.”

State Abbreviations

Use the two-state abbreviation (MO instead of Mo.) for citations. When the city name
is common, always use the state abbreviation (Springfield, MO: GPH...). When the
city name is well known, the state is not needed: (New York: Harper Collins...). When
the city name is obscure but the state is identified by the publisher name, the state
abbreviation is omitted. Example: Chapel Hill: University of North Carolina Press. We
do use MI with Grand Rapids.

Translations
See 17.1.1.1, Editor or translator in addition to an author.
See 17.1.1.2, Editor or translator in place of an author.

Volumes
Turabian section on Volumes is 17.1.4. However, see above under “Multivolume Works
and Series” of this Guide for AGTS-specified styles as some differ from Turabian.
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Document Formatting

See the D.Min. PROJECT templates in DMin Central:
See the D.Min. PAPER templates in DMin Central and here:

https://www.evangel.edu/seminary/student-resources/academic-writing/d-min-writing-resources/
1. Download the templates.

2. Follow the instructions within the templates. Doing so will provide you with a ready-made,
formatted paper or project chapter. (Be sure to have your paragraph symbol on so you don't
accidentally delete a section break. If you do delete that break, the formatting will be lost.)

3. SECTION/CHAPTER/PART headings are 2" from the top, with the chapter number and fitle in all
caps above the heading. Use Arabic number (CHAPTER 3), not three.

4. Aninstructional video on using course paper and project templates is available in DMin Central or
at the link above.

5. If you have further questions about format, your D.Min. editor will be happy to help you.

Note: For D.Min. papers and project chapters, follow the formatting pre-set in the template.

Bibliographies/Sources Consulted
List sources in alphabetical order.

Begin SOURCES CONSULTED two inches from the top of the page, centered
Format SOURCES CONSULTED headings as below:
SOURCES CONSULTED
Biblical-Theological Literature Review

Separate your chapter 2 sources under this heading. Use the preset style in the Word
template for bibliographical entry. This will format the entries as a hanging
indent (second and subsequent lines will be indented), as in this sample. Avoid
tabbing in manually.

General Literature Review

Separate your chapter 3 sources under this heading. Use the preset style in the Word
template for bibliographical entry. This will format the entries as a hanging
indent (second and subsequent lines will be indented), as in this sample. Avoid
tabbing in manually.

If you have an extensive list, group books under headings; for example, a project on

leadership could include sources on General Leadership, Church Leadership, etc.
These headings would be centered and not bolded.

NOTE-> When you submit your chapters 2 and 3 to your editor, adviser, and D.Min. Project
Coordinator, include your bibliographic sources from those chapters. Once individual chapters
are anoroved. chapters will be compiled and the bibliographies will be moved to the backmatter.



https://www.evangel.edu/seminary/student-resources/academic-writing/d-min-writing-resources/
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Font, Point Size, and Punctuation Spacing

a. Times New Roman, 12-point font, is required in all papers (with no kerning).

b. Times New Roman, 10-point font, is required in footnotes.

c. Paragraph indention for both body and footnotes is 2-inch.

d. Enter 1 (not 2) spaces following terminal punctuation marks (. ! 2) and colons (:).

Footnotes
Use footnotes, not endnotes, in D.Min. papers and all D.Min. projects.

Space after footnote number:

Be sure there is a space between your footnote number and the text of the
footnote. Word does this automatically, and this will also be taken care of
automatically by using the D.Min. template.

Space between footnotes:
The D.Min. template automatically sets 12 pt. “after” a single line in footnotes
so that there is a “blank” line between footnote entries.

Separator Line:

Make sure there is a blank space between the text separator line and the first
footnote on each page (Word will make this space automatically when you insert
the first footnote. There is no need to add a separate space.) Separator at bottom of
page should be short over new notes, long over continuing notes; to make a long
one short, an exira space above the footnote may need to be removed.

If you are not using the template, however, do not hit “return/enter” to place aline
between. Instead: (1) highlight your footnote text, (2) go to “Paragraph” under the
HOME tab, and (3) under “Spacing” add 12 pt. in the “after” box. This will add @
single space between your foothote entries. This also applies to spacing for
bibliographic entries in our SOURCES CONSULTED section.

Indenting Footnotes:
Footnotes should have an automatic indent set to the half-inch mark. Second
and subsequent lines should be on the left margin. Avoid tabbing in manually.
Set your ruler for automatic indent. (If you use the template, this is already
established for you!) See sample footnote below.3

There should be no comma after the title: book ftitle (Publisher, Year), 23.

Explanatory Footnotes: See Turabian 16.3.5.2
When a footnote includes both a citation and your own
commentary/explanation, the order is important. If the footnote is citing a quotation

3 Firstname Lastname, Title of Book: Secondary Title of Book Showing That a Footnote May Extend to Two Lines
(Gospel Publishing House, 2014), 245.
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within the body of your paper, whether direct or indirect wording, list the citation first
and then add your commentary after the period. If you are using the footnote to
offer further explanation, and within the footnoted material you offer a quotation,
cite the source after your commentary. If the explanation of the footnote wants to
refer the reader to a source but neither the body or footnote commentary is offering
quotable material, give your commentary first followed by, “See” or “See discussion
by" and then cite the resource.

Footnote Numbering:

For the D.Min. project, restart footnotes to the number 1 at the beginning of each
new chapter. For course papers, however, the template is set up so that footnote
numbers are consecutive throughout the paper.

Headings

See Turabian A.2.2.4 (p. 404) for the styles of subheadings. Although the book lists five
levels, it is rare that in a doctoral project that you will need more than the third-level
subheading. Note the AGTS choices below based on the Turabian levels:

SECTION HEADING
First-level Subheading
Second-level Subheading
Third-level Subheading

Fourth-level subheading

Line Spacing

Double-space the main body of text; use single space only in footnotes, in block
quotes, and in the Table of Contents if the title requires two lines. Appendix material
may also be single-spaced.

Margins

All papers should have a one-inch margin on all sides, except for the first page of all
major sections/parts/chapters. That first page will have a 2-inch margin at the top. A
title page has 2-inch top and bottom margins. See the paper or project templates
posted on the D.Min. resources website. Header/footer = .5 inch. NOTE: D.Min.
PROJECTS should have a 1.5-inch LEFT margin (for binding purposes).

Pagination

The paper and project templates are already set to have the front matter (title page,
etc.) pages in Roman numerals, then the first page of each MAIN section with the
page number at bottom center, and then the page number in the upper right hand
corner on subsequent pages. (This is set automatically in the template.)
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Space dfter Final Punctuation

Be sure to have only one space after end punctuation and colons (21.1, p. 306).
Perform a “find” and “replace” to take care of this problem quickly if you have
added two spaces after punctuation.

Widowed Lines

A page should not end with a “dangling” subhead or a single line of a paragraph.
Click on Format, then Paragraph, then the tab for Line and Page Breaks. Check
“Widow/Orphan Control” to avoid widowed lines. To keep a heading with the text
that follows, click “Keep with next.”
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