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PREFACE

ThisJohnson Documentation Guigeovides directions for reporting research
materials in undergraduate papers at Johnson Utyivserves as the standard for
bibliographic entries and parenthetical citatiawering the form and content of such
materials. Additionally, th&uideoverviews endnotes, quotations, and formatting, as
well as listing the college’s plagiarism policy.

This Guideowes its skeletal structure and many of its exasif Thomas Tanner’s
Manual of Style for Bible College and Seminary 8tigl 4" edition (Lincoln, IL:
Lincoln Christian College and Seminary, 1994). Thasritanner has unselfishly
allowed a grafting of his work from Lincoln to Jaan. | wish to thank him for
generously contributing to Johnson’s academic eratsa

| owe further acknowledgment to Jon Hale, Norm DamgVviary Dungan, and Joy
Wingfield for added help in this work’s publicatidnalso thank the Johnson faculty
and students for their comments on and correctétisis project along the way.

Finally, to Marie Garrett, former University of Te@ssee Reference Librarian, my
gratitude for the Index, for the proofreading, &odthe encouragement.

| hope users of th&uidewill find it clear, concise, and concrete. Whdrsucceeds, |
thank those listed above. Where it fails, | ackremgle my lapses in carefulness.

Ron Wheeler
October 26, 2012

— Scholarship does not depend as much on intaltigas it does ocarefulness

Charles Pelfrey
Professor of English
Morehead State University

ADDENDUM

The change of Johnson Bible College to JohnsondJsity necessitated a revision of
the Documentation GuideMy thanks to Norm Dungan for suggested points of
modification and to Marie Garrett for editorial etance in producing the 2012
version of theGuide

Ron Wheeler
October 31, 2012



1. BIBLIOGRAPHIES

PURPOSE AND KINDS

1.1

1.2

1.3

1.4

1.5

1.6

1.7

A bibliographygives a list of sources that relate to a particsidject. (This list
does not ordinarily include items that helped yiod sources; for example, you
do not include periodical indexes and databases/thaused in the research
process.)

FOURKINDS OFBIBLIOGRAPHIES.

COMPREHENSIVE BIBLIOGRAPHY
— lists every reference that relates to the sulgétite paper. You rarely use
this type of bibliography.

SELECTED BIBLIOGRAPHY

— lists only those references that you thought @sfig useful in
researching or writing the paper, whether you dlstgansulted all those items
or not.

BIBLIOGRAPHY OF SOURCES CONSULTED

— lists those references that you examined firgtharthe research process,
whether you cited them or not. You may exerciseestaaway, however, in
applying this term; for example, this type of bdgraphy may include
recommended or beneficial items even if you haugrosonally examined
every single one.

BIBLIOGRAPHY OF SOURCES CITED
— listsonly those references that yaatually citedin the paper (including:
quoted, summarized, or paraphrased materials).

The type of bibliography you use depends upon #tare of the research
project and the requirements of your profesUnless otherwise instructed, use
a SOURCES CITED bibliography for your papers.

REMEMBER: The initial entry word in a bibliographic refexn(often the
author’s last name) provides the link to the pagpartext, parenthetical
documentation.



ARRANGEMENT

1.8 Alphabetize the bibliography by each referencetsyaword (usually the
author’s last name or the item’s title if the autemame does not appear on the
work). Ignore all initial articlesg, an, the). Begin the entry flush to the left
margin.

Double spacketweenentries; single spaaeithin each entry; indent all run-
over lines ¥z inch from the margin (conventionalimgpindents 5 spaces and
types on the®; end each entry with a period.

1.9 Some professors may require two bibliographies BABEDGRAPHY OF
SOURCES CONSULTED and a BIBLIOGRAPHY OF SOURCESEIT In
such cases, alphabetize each bibliography indepégdbeginning each
bibliography on a new page.

Other assignments may require subdividing a biléipgy into two or more
parts, for example, Primary Souraesd_Secondary Sourcd&Sonsult your
professor.

SUBHEADINGS

Process the subheadings flush to the left margmndetline the subheading,
capitalizing only the first letter of each majorndoDouble space before and
after the subheading. Unlike main headings, subbhgadio not begin new
pages. NOTE: Never type a subheading at the batfaarpage unless two lines
of text can follow; if they cannot, put the subhiegdon the next page.



PARTS OF A BIBLIOGRAPHICAL ENTRY

1.10 Books, periodicals, and online sources comprisétiez most common types

of bibliographical entries.

GENERAL FORMATS

A.

BOOKS:

Author (or editor if no author)

Date (copyright year)

Title (italicized or underlined if published; quatan marks if unpublished)
Edition (if other than first)

Volumes (if more than one)

Translator (if given)

Editor (if given in addition to the author)

Series (if given)

Place: Publisher

PERIODICALS:

Author

Date (year, abbreviated month, day [but no comn24X)3 Nov. 11)
Article title (enclosed in quotation marks)

Periodical title (italicized or underlined)

Volume number (if known; omit issue number)

Pages (for the whole article)

ONLINE SOURCES:

Author (or Agency)

Date (of website’s publication or revision [prefsdt, or date of access)
Article or Page title (enclosed in quotation marks)

Source or Site title (italicized or underlined)

Date of Access (year, abbreviated month, day [butammas]: 2003 Nov. 11)
URL (Uniform Resource Locator)

Paragraph 1.11 and following discuss some dethilseoabove elements. Specific
examples for these and other types of bibliographicies appear in section 2.
SAMPLE BIBLIOGRAPHY ENTRIES.



1.11

1.12

1.13

Author

List the author’s last name as the first elemenhébibliographic entry. Spell
the name (in the bibliography, in the text, in ditations, and in any notes)
according to the title page of the source.

Note: Listings in the bibliography and in the pahatical citations MUST
match (see section 3. SAMPLE PARENTHETICAL ENTRIEB}he book has
an editor in place of an author, see 2.8-9. If gownot find the author listed,
alphabetize the entry according to the work’s tij@oring all initial articles
(see 2.5).

If an online source does not give the author, heeagency sponsoring the
source as author.

Author: Same name in successive entries (Compdte3)

If successive entries in a bibliography have thmesauthor(s), type out the
name(s) only in the first entry. In the second anblsequent entries, replace the
name(s) with one eight-space underline (approxipétenches), followed by a
period. Do not use the eight-space underline ncaessive entry if the work
has a co-author or co-editor not appearing initise éntry.

Arrange such successive entries chronologicallip Wie earliest date listed first.

If the author has more than one work listed indidiography with the same
publication year, distinguish among them by addirigwer case letter to the
year. Begin labeling such entries with a lowercase

Date

Books — Place theopyright yearafter the author or the initially listed item in
the bibliographic entry. Use the most recent caghryear for books, unless
you have a reprint edition (see 2.21) or a multuwte work published over
several years (see 2.16). If you do not know theyaght date, use N.d. (see
2.19). When citing a date in parenthetical notes, the copyright date (referred
to in section 3 as the “year of publication or s3u

JOURNALS AND ONLINE SOURCES— Place thelate of publicatior{or of website
construction) after the author or the initiallytéid item in the bibliographic
entry. List only the date, NOT the place or puldistior journals. Use as
specific a date as possible. Permissible formatiside: 1951 Sept. 7; 1997 Fall;
1983 May-June. Abbreviate months according to 2.23.



1.14 Title

A.

Italicize (or underline) or enclose in quotationrksaall titles according to the
following guidelines:

Italicize (or underline) whole published works beoks, journals, long
poems, musical compositions, plays, movies, pubtisiecordings on
audiocassette or videocassette, radio/TV prograamputer programs, titled
paintings, etc. — including titles of classical wWewreven if they appear as
part of a larger published work. Italicize webgitel online source titles.

Enclose in quotation marks unpublished worksartgof published works
— articles in journals, sections in books, thedessertations, short poems,
etc. Enclose website title or webpage title orrmmbarticle title in quotation
marks.

Do NOT italicize or enclose in quotation marikle$ of sacred works, books
of the Bible, named versions of the Bible, sentsst, etc., unless they form
part or all of a title in a bibliographic entry.

Punctuate a title within a title by removing tkeics —An Introduction to
the Odysseyof Homer

Enclose in brackets supplied titles in Englighemi after the foreign title or in
place of it.

Include subtitles of reasonable length (14 wandiess) after a colon.

Capitalize titles (and subtitles) of books, pditals, articles, theses, and
other standard bibliographic items according tol#mguage the title appears
in.

1. In English titles, capitalize the first word, tagord, and all intervening
words, except articles, prepositions (less thaa liefters), or coordinate
conjunctions &nd, but, or, nor, for).

2. In Greek and Latin titles, capitalize only thestfiword, proper nouns and
adjectives.

3. In French, Italian, and Spanish titles, capigabaly the first word and
proper nouns.

4. In German titles, capitalize only the first wanad nouns according to
their use as proper nouns or common nouns.



1.15

1.16

1.17

1.18

Capitalize the following religious items:
1. titles of sacred works (Bible, Scripture, Korda/mud),

2. parts of sacred works (Pentateuch, Ten Commangiriesrd's Prayer,
Sermon on the Mount, the Golden Rule),

3. words referring to deity (God, Yahweh, Allah, Ghy, you may choose to
capitalize or not capitalize pronouns referringsiad,

4. names of churches and other religious groupsigdm Church,
Methodism, Seventh Day Adventist, The Way).

Translator or Editor

If someone other than the author has translatedited a book, see 2.10-12.

You may omit the translator’s name if such infoimatdoes not contribute to

the nature of the paper. Thkditor here refers to a book that has both author and
editor. If your book has only an editor, see 2.8.

Series

Seriesmeans a numbered or unnumbered group of booksspeldlby the same
publisher over a period of time having related eats, authors, or formats and a
general title for the complete set (excluding etmyedias or multi-volume
dictionaries). Commentary series and classicabtnigtic works issued in a
series constitute the most common examples (s8el2.hnd 2.40-48).
Capitalize series titles according to 1.14, but ®OT ITALICIZE (OR
UNDERLINE) SERIES TITLES; do NOT enclose them irotation marks.

Also, do NOT include any other information suclsages editor, but DO
include any given issue number. Periodicals ressuseries follow 2.24B.

Edition

Identify any edition other than the first with tAppropriate term: 2nd ed., 3rd
ed., 4th ed., new ed., rev. ed., rev., enlargedhea rev. ed., etc. (see 2.15; see
2.21 for reprints). Omit references to paperbadkat or new impressions or
printings. Always use the number (2nd), NOT thedwsecond) regardless of
the source’s practice.

Volumes (Books)
For citing multi-volume works, see 2.16-18 and 2287 For citing multi-
volume series, see 2.13-14. For citing encyclomediae 2.29-35.



1.19 Volume (Periodicals)
Include the VOLUME number of the specific periodissue in your reference

— UNLESS the periodical comes out on a weekly welekly basis, such as
Timeg Christian StandardChristianity Today(in such cases, you have the
option to use or discard the volume number);

— UNLESS you cannot easily obtain the volume nunfedy., a journal index
that does not list volume numbers).

Always list the volume number in Arabic numbersi&, 26, etc.). Do NOT
include the ISSUE number even if you know it.

RIGHT: Boice, James. 1974 Dec. 20. “The Great NeedPfeaching.Christianity
Today19:7-9.

WRONG: Boice, James. 1974 Dec. 20. “The Great Nee@ifeaching.Christianity
Today19, 25:7-9.
A omit issue number

1.20 Place, Publisher (@okS)

A. PLACE: List only the city of publication for boskIf more than one city of
publication appears on the title page, use therfiasned (or given American)
city. If your readers might not know its locationmight confuse it with
another city, then use a state abbreviation or ttguabbreviation (e.g., Eng.,
Fr.). Follow postal abbreviations for states — taps with no period) (e.g.,
TN NOT Tenn). You can find these abbreviations in a dicry under the
state’s full name. Spell all foreign cities accoglto accepted American
convention. ¥ YOU DO NOT KNOW THE CITY OF PUBLICATIONUSEN.p. (see
2.19).

B. PUBLISHER: List only the essential name of thélmher, omitting all
superfluous words such as publishing/publisher,paomg, incorporated,
limited, etc. For example, lifferdmansnotWilliam B. Eerdmans
Publishing Companyif you do not know the publisher, use N.p. (sdp



1.21 Place (QILINE SOURCE)

A Uniform Resource Locator (URL) serves as the @lating for a website.
Place the URL at the end of a bibliographic ey NOT keep the hyperlink
activation in the entry (i.e., remove the underkmel color). Divide the URL as
necessary to fill out the lines of the entry. End éntry with a period.

Cite the retrieval date using the formula:
Retrieved 2011 Nov. 11 from http://www.bible-resdear.com/index.html.

Retrieved 2011 Nov. 11 from http://www.bluelettdrleiorg/Bible.cfm?b=Psa&c=
238&v=1&t=KJIV#top.

1.22 Pages

Do NOT include total pages in the bibliographicrerior books, but DO list
inclusive pages for articles in books, multi-volumerks, and encyclopedias
(see 2.23-35). Avoid using the abbreviations fifaf possible, except in the
case of magazine articles that skip pages. Th&trthke first page number
followed by f. (for one page) or ff. (for more thane page).

For simplicity, type all digits of numbers in a seqce (pages or years), with no
omissions. For example, note these sequential niemdd. 1, 52-56, 100-106,
151-153, 301-310, 405-407, 498-501, 1900-1920, 11%7®, and 1980-1990.

See 2.49 for Bible references and for Bible stuoles.
ANNOTATED BIBLIOGRAPHIES

1.23 Some bibliographies may warrant some descriptote with each or some of
the bibliographical entries. Such annotations sthaunimediately follow the
annotated entry, begin with a capital letter, and with a period. Single space
the lines within each entry, indent all run-oveel; double space between
entries. You may use either phrases or completesess in the note itself
(subject to your professor’s requirements), butosieoone format and use it
consistently.

Jones, John J. Daf€itle of Book Place: Publisher. Although dated, this work
provides a good overview of the arguments agalestate date for Revelation.

Jones, John J. Date. “Title of Article.” Title afurnal 7:21-29. One of the best
summaries available.



2. SAMPLE BIBLIOGRAPHY ENTRIES

GUIDELINES
Apply the following guidelines when typing bibliogaphy entries:

A. Iltalicize book and magazine titles (or underline them witk eolid
underline not breaking the underline between words).

B. Enter one space after all terminal punctuatiba.pgeriod marks an
abbreviation, enter one space; if a period markabdmmeviatiorandthe end
of a section of the entry, enter one space. Emterspace after a comma.
Enter one space after a colon;Ndor enter a space after the colon when it

separates two numbers — such as a chapter and ¥exg@ume number and
page numbers (e.g., JORrL6).

C. Double spacbketweenentries; single spaagithin each entry; indent with

hanging indentation all run-over lines %2 inch froma margin (conventional
typing indents 5 spaces and types on theénd each entry with a period.

BOOKS
2.1 One author
Staton, Knofel L. 1978dow to Understand the Bibl€incinnati: Standard.

2.2 Two authors

Nida, Eugene and Taber, Charles. 198% Theory and Practice of Translatiddew
York: United Bible Societies.

2.3 Three authors

Carson, D. A.; Moo, Douglas J.; and Morris, Leo®92.An Introduction to the New
TestamentGrand Rapids: Zondervan.

2.4 Four or more authors

Senter, Mark H., et al. 200Eour Views of Youth Ministry and the Churcbrand
Rapids: Zondervan.



2.5 No author given(list under title, ignoring initial articles)

Follow-up Guide for the Local Church Revivab82. Atlanta: Home Mission Board,
SBC [Southern Baptist Convention].

2.6 No author given — one supplied
[Phillips, Thomas W.] 1906T'he Church of ChristNew York: Funk & Wagnalls.
2.7 Institutions, etc., as author

United States. Department of State. 198duntries of the World and Their Leaders
YearbookDetroit: Gale Research.

2.8 Editor as author
Honderich, Ted, ed. 199%he Oxford Companion to PhilosopliNew York: Oxford.
2.9 Editors as authors(compare 2.3-2.4)

Lyon, K. Brynolf and Smith, Archie, eds. 199&:nding the Flock: Congregations
and Family Ministry Louisville, KY: Westminster John Knox.

2.10 Translators

Aulen, Gustaf. 1960The Faith of the Christian Churchr. by Eric H. Wahlshrom.
Philadelphia: Fortress.

2.11 Author/Editor (See also 2.18)

Chiera, Edward. 1938.hey Wrote on Clayed. by George Cameron. Chicago:
University of Chicago Press.

2.12 Translator and editor

Bultmann, Rudolph Karl. 198Faith and Understandinglr. by L. P. Smith. Ed. by
Robert W. Funk. Philadelphia: Fortress.

10



2.13 Unnumbered series
Note: Do not underline the series title.

Bruce, F. F. 1954The Book of ActdNew International Commentary on the New
Testament. Grand Rapids: Eerdmans.

2.14 Numbered series
Note: Do not underline the series title.

Reicke, Bo. 1964The Epistles of James, Peter, and Jutlechor Bible, 37. Garden
City, NY: Doubleday.

2.15 Edition other than first

Neill, Stephen and Wright, Tom. 198Bne Interpretation of the New Testament,
1861-1986 2nd ed. Oxford: Oxford University Press.

2.16 Multi-volume work — one title for all

Kohlenberger, J. R. 1ll. 1979-198bhe NIV Interlinear Hebrew-English Old
Testament4 vols. Grand Rapids: Zondervan.

2.17 Multi-volume work — individual titles

Durant, Will. 1944 The Story of CivilizationVol. 3: Caesar and ChristNew York:
Simon and Schuster.

2.18 Multi-volume work — various authors/editors
Note: Do not use this format for commentaries/sesee 2.13-14.

A. SEVERAL AUTHORS/ONE EDITOR:

Fulton, John, ed. 190Ten Epochs of Church Histar§0 vols. New York: Scribner’s.
Vol 1: The Apostolic Age: Its Life, Doctrine, Worship drality, by James
Vernon Bartlet.

B. ONE AUTHOR/ONE EDITOR:
To cite the entire set, omit the individual volumanber and volume title
(and cite as 2.11), but list the total number diwmes before the editor.

Luther, Martin. 1956Luther’'s Works?21 vols. Ed. by Jaroslav Pelikan. Saint Louis:
Concordia.

11



2.19 Work with no place, publisher, date

A. NO PLACE
Jones, J. J. 1988ample TitleN.p.: Publisher.

B. NO PUBLISHER:
Jones, J. J. 1988ample TitlePlace: N.p.

C. NO PLACE NOR PUBLISHER:
Jones, J. J. 1988ample TitleN.p.

D. NO DATE:
Jones, J. J. N.&ample TitlePlace: Publisher.

E.NO PLACE, NO PUBLISHER, AND NO DATE: Do not use.
2.20 Privately printed

Clark, Floyd E. 2001Finished and Home at Last: A Study Guide to “A Raen of
Jesus Christ."Creswell, NC: By the author.

2.21 Reprint edition (See 2.24 for journal reprints.)
Note: You can reference a reprint edition in two/sva

A. IFYOU KNOW THE ORIGINAL PUBLISHING INFORMATION:

Chamberlain, William D. 1941An Exegetical Grammar of the New TestamBietv
York: Macmillan. Reprint 1979. Grand Rapids: Baker.

B. IFYOU DO NOT KNOW ORIGINAL PUBLISHING INFORMATION:

Chamberlain, William D. 197%An Exegetical Grammar of the Greek New Testament
Reprint ed. Grand Rapids: Baker.

12



2.22 Secondary quotation

A. When referencing a primary source in a secondawyce (“quoting a
guote”), list the complete bibliographic informatifor both the primary and
secondary sources, if available; include both wankfie same bibliography
entry, listing the primary source first.

Neill, Stephen. 1964A History of Christian Mission24. New York: Penguin.
Quoted in Ruth Tucker, 198Brom Jerusalem to Irian Jay25. Grand Rapids:
Zondervan.

Note: Cite the parenthetical note this way: (N&864:24).

B. If you have complete bibliographic informatiorr the secondary source only
(the book in which you found the information), nefiece only the secondary
source in the bibliography.

Tucker, Ruth. 198From Jerusalem to Irian Jay&rand Rapids: Zondervan.

Note: The parenthetical citation lists both NertdaTucker (see 3.12): (Neill in
Tucker 1964:24).

ARTICLES IN JOURNALS OR BOOKS

2.23 In ajournal or magazine
List VOLUME numbers for periodicals. Yamayomit the volume number of
periodicals published weekly or biweekly, suchTasg Christian Standardand
Christianity TodayNeverincludethe issue number

List the DATE,not the place or publisher, for journals. Use as $jgegidate as
possible. Permissible formats include: 1951 Sept99%7 Fall, 1983 May-June.
Abbreviate months accordingly:

January — Jan. April — Apr. July — July October — Oct.
February — Feb. May — May August — Aug. November — Nov.
March — Mar. June — June September — Sept. December — Dec.

One space precedes the volume number. NO spacadpreor follows the colon
between the volume number and the inclusive pag#sts.

13



Gilbreath, Edward. 2002. “Farther In and Deeper Bokvangelicals of All Stripes
Are Reviving the Neglected Art of Expository Preiach” Christianity Today
46:52-57.

Or

Gilbreath, Edward. 2002 Apr. 1. “Farther In and peeDown: Evangelicals of All
Stripes Are Reviving the Neglected Art of Exposjt®reaching.’Christianity
Today 52-57.

Note: See 2.78 for electronic version from a dagaba

2.24 In a reprinted or reissued journal
A. REPRINTED JOURNAL:

Campbell, Alexander. 1825 July 4. “The Third Estf Peter to the Preachers and
Rulers of CongregationsChristian Baptis2. Reprint 1955. Gospel Advocate,
243-247.

B. REISSUED JOURNAL:

Lake, Kirsopp. 1910. “The Earliest Christian Teachon Divorce."Expositor 7th
series. 10:417-419.

2.25 In a newspaper

Daley, Steve. 1989 July 5. “Abortion in Politicgd@light.” Chicago TribungeSection
1:1-2.

2.26 Article/chapter in a book
A. ARTICLE AND BOOK BY SAME AUTHOR:

Blenkinsopp, Joseph. 1995. “The Sage.” InSage, Priest, Prophet: Religious and
Intellectual Leadership in Ancient Isra&l-65. Louisville, KY: John Knox.

B. ARTICLE AND BOOK BY DIFFERENT AUTHORS:
Frances, R. T. 1977. “Exegesis in Practice: Twonigas.” InNew Testament

Interpretation: Essays on Principles and Metha2s2-281. Ed. by |. Howard
Marshall. Grand Rapids: Eerdmans.

14



2.27 In a Multi-volume work — one title

Mokhtar, Gamal. 1996. “Mummies, Modern Sciencesl, &achnology.” InStudies in
Honor of William Kelly SimpsoR:615-619. Ed. by Peter Der Manuelian. 2 vols.
Boston: Museum of Fine Arts.

2.28 In Multi-volume work — individual titles
Black, Matthew. 1970. “The Biblical Languages.”"The Cambridge History of the

Bible. From the Beginnings to Jeromiel-11. Ed. by P. R. Ackroyd and C. F.
Evans. Cambridge: University Press.

ARTICLES IN ENCYCLOPEDIAS

2.29 In a general encyclopedia — signed article
Note: Place the volume number followed by a coload the inclusive page
numbers for the article at the end of the entry.

Ravetz, Jerome. 1974. “Science, History &ficyclopaedia Britannic46:366-375.
2.30 In a general encyclopedia — unsigned article
Note: If the encyclopedia does not list the aufioothe article, begin the
reference citation with the article’s title.

“Bible Society.” 1996 Encyclopedia Americana:720.

2.31 In a theological encyclopedia — one volume; also edictionary entry
Morris, L. 1982. “Death.’New Bible Dictionarn273-275.

2.32 In a theological encyclopedia — Kittel
The sample below from Kittel illustrates the geheunée: reference articles from
such sources under the name of the article’s alNKBF under the editor’'s name
(see 3.16). Italicize (or underline) transliterat&eek words within the article title
(punctuated with quotation marks).

Michel, Otto. 1967. Onos onarion” Theological Dictionary of the New Testament
5.283-287.

15



Note: Use the following years for the volumes oft&lis ten-volume work:
Volumes 1-2 (1964), 3 (1965), 4-5 (1967), 6 (1968(1971), 8 (1972), 9 (1974),
and 10 (1976). Change the date according to thanelkited. Use 1985 for the
one-volume abridgment of Kittel, known as “littlett€l.” Format a bibliographic
entry from little Kittel as follows (include onlhe first wordof a multiple word
entry):

Kleinknecht, H. and Gutbrod, W. 1983Ndmosg[law].” Theological Dictionary of the
New Testamerg46-655.

2.33 In a theological encyclopedia — Colin Brown
Note: This sample from Colin Brown illustrates gs@ne format as in 2.32. Use
the following years for the three-volume editiontlos work: Volume 1 (1975 or
1980), 2 (1976), and 3 (1978); use 1986 for the-fmlume edition.

Marshall, I. Howard. 1986. “DivorceNew International Dictionary of New
Testament Theologly.505-507.

2.34 In a theological encyclopedia — Colin Brown
Note: This sample follows 2.32 and 2.33; it illas&s how to cite only one section
of an article written by several different authors.

Selter, Friedel. 1986 Zonnumé New International Dictionary of New Testament
Theology3:120-121.

2.35 In other specialized encyclopedias
A. SINGLE-VOLUME ENCYCLOPEDIA:

Palmer, Leonard R. 1972. “Dialects, GreeRxford Classical Dictionary334-336.
B. MULTI-VOLUME ENCYCLOPEDIAS:

Wilson, G. B. L. 1980. “Duncan, Isadorda.he New Grove Dictionary of Music and
Musiciansb:715-716.

16



REVIEWS AND ABSTRACTS
2.36 Book review

Wilson, Marvin R. 1982 Mar.-Apr. Review &cripture, Sects, and Visiqrisy
Michael E. StoneT SF Bulletin5:19-20.

Note: Wilson authored the review; Stone authoredbihok that Wilson reviewed.
2.37 Journal abstract
A. ABSTRACTOR’S NAME LISTED

Woodring, James. 1978. Abstract of “Reflectionsadvinistry Among Students,” by
B. K. Tettey.Religious and Theological Abstrac@4:355.

Note: Woodring authored the abstract; Tettey aw@tthdine article that Woodring
abstracted.

B. ABSTRACTOR’'S NAME NOT LISTED (ELECTRONIC DATABASE

Electronic databases (see 2.78) often omit theatist’'s name. Reference
such items by listing: the author and title of #testracted article, the
bibliographic information about the original aréch note that includes the
name of the electronic database at the end obtiv@al reference, and a
retrieval date with a location of retrieval.

Jones, Joe. 1991 Mar. 20. “Title of the Article iBgiAbstracted.Title of the Journal
17:22-44. Abstract frorkRICdatabase. Retrieved 2011 Nov. 11 from Tennessee
Electronic Library at Johnson University.

Note: Cite the parenthetical reference this wagné€$ 1991 database abstract).

DISSERTATIONS AND THESES
2.38 DissertationgUse the correct degree abbreviation.)
Tanner, Thomas M. 1992. “The Pastor as Informafimfessional: An Exploratory

Study of How the Ministers of One Midwestern Commyiather and
Disseminate Information.” Ph.D. dissertation, Umsry of lllinois.
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2.39 ThesegUse the correct degree abbreviation.)

Kline, Alan W. 1973. “A Vision and Its Fulfilmeng&arl C. Hargrove and Lincoln
Christian College, 1944-1972.” M.A. thesis, Linc&@hristian Seminary.

CLASSICAL WORKS

Titles of classical works often vary. Use the listitle in the source you have
referenced. If your source lists both English am@ifyn titles, use the English one.
See 3.17 for note formats.

2.40 In unnumbered series
Note: If citing from the translator’s preface, fml the note format in 3.17B; but
reference the bibliographic entry as:

Cicero. 19560n the Nature of the Gods$r. by H. Rackham. Loeb Classical Library.
Cambridge: Harvard University Press.

2.41 In numbered series

Homer. 1952The lliad Tr. by Samuel Butler. Great Books of the Wesi&tarld, 4.
Chicago: Encyclopaedia Britannica.

2.42 Notin a series
Persius. 1980T'he SatiresTr. by J. R. Jenkinson. Wiltshire, Eng.: Aris &ilps.

2.43 In a multi-author/multi-title work
Note: The parenthetical formats for these workoiol3.17A.

A. If the source contains different works by diffet@authors, list first the
author/title used in the paper. If you use mora thiae author/title in the
paper, repeat the work in the bibliography undeheauthor/title:

Persius. 1957Satires In Juvenal and Persiud.oeb Classical Library. Cambridge:
Harvard University Press.
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B. If the source contains different works by onthauand has one general title,
use the following format:

Plutarch. 1956. “Chance.” IRlutarch’s Moralig 2:75-89. Loeb Classical Library.
Cambridge: Harvard University Press.

2.44 In a secondary sourcéSee also 2.22)

A. If your professor requires you to list the PRIMKBOURCE in the
bibliography, use this form (also see 3.17):

The Code of HammuralN.d. InThe Ancient Near East958.An Anthology of Text
and Picturesl:138-167. Ed. by James Pritchard. Princeton:cétan University
Press.

B. If your professor does not require you to list PRIMARY SOURCE in the
bibliography, use this form:

Pritchard, James, ed. 199&e Ancient Near Eastol. 1: An Anthology of Text and
Pictures Princeton: Princeton University Press.

A citation note would list both the primary and @edary sources according to
3.17C.

PATRISTIC WORKS (CHURCH FATHERS)
Titles of patristic works often vary. Use the Igtile in the source you have
referenced. If your source lists both English ameifyn titles, use the English one.
See 3.17 for note formats.

2.45 In a series (Ante-Nicene Fathers)

Clement of Alexandria. 195@he MiscellaniesAnte-Nicene Fathers, 2. Reprint ed.
Grand Rapids: Eerdmans.

2.46 In a series (Nicene and Post-Nicene Fathers)

Eusebius. 1979 he Life of Constantindr. by Ernest C. Richardson. Nicene and
Post-Nicene Fathers, 2nd series, 1. Reprint echd3Rapids: Eerdmans.
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2.47 In a series (Fathers of the Church)

Origen. 1982Homilies on Genesis and Exodds. by Ronald E. Heine. Fathers of
the Church, 71. Washington, DC: Catholic UniversityAmerica Press.

2.48 Notin a series
When citing a church father from a secondary squsee 2.44 and 3.17C.

Augustine. 1989St. Augustine’s Confessiong. by William Watts. Cambridge, MA:
Harvard.

BIBLICAL AND RELATED WORKS

2.49 Bible
A. Use the following form in the bibliography for ¢ig the Bible:

NIV Archaeological Study Bihl2006. Grand Rapids: Zondervan.
Note: The parenthetical citation uses only boolaptér, and verse: (Psalm 23:1).
B. Use the following form in the bibliography for ¢ig study notes in the Bible:

Kaiser, Walter C. Jr. and Garett, Duane, eds. 2006 Archaeological Study Bihle
Grand Rapids: Zondervan.

Note: The parenthetical citation uses editor, yaad page: (Kaiser and Garett
2006:814).

2.50 Apocrypha — using a standard versioriSee note at 2.49.)

The New English Bible with the Apocrypli&76. Oxford Study Edition. New York:
Oxford University Press.

Remember: List the above entry alphabetically uin@rotT) in the
bibliography.

2.51 Other Jewish works — standard edition

See 3.18 for instructions on how to incorporats¢h®urces into the paper; the
following example appears for illustrative reasonsy:
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Charles, R. H. 1973 he Apocrypha and Pseudepigrapha of the Old Testarae
vols. Oxford: Clarendon Press.

GREEK REFERENCE WORKS
This guide lists the following sources becauséeirtfrequency of use and not
because they vary from the basic formats. To ¢ifed these sources in a note,
see the format listed with each (also see 3.13).
2.52 UBS Greek Text
At the earliest convenience (in the preface, inittiduction, or in an endnote
at its first citation), state which Greek text ylwave used. For example:
This paper uses AlandEhe Greek New Testame8td ed.

Aland, Kurt, et al., eds. 197%he Greek New TestamefBtd ed. New York: United
Bible Societies.

2.53 Greek lexicons
A. BAUER, ARNDT, GINGRICH, and DANKER (BAGD):

Bauer, Walter; Arndt, W. F.; and Gingrich, F. W.78A Greek-English Lexicon of
the New Testament and Other Early Christian Literat2nd ed. Rev. by F. W.
Gingrich and F. W. Danker. Chicago: University dfi€ago Press.

Note: Make the parenthetical citation read: (Baatal. 1979:22).

B. LOUW and NIDA

Louw, Johannes and Nida, Eugene, eds. 1G88k-English Lexicon of the New
Testament Based on Semantic Domangols. New York: United Bible Societies.

Note: Make the parenthetical note read: (Louw ardthN 988 1:231).
2.54 Greek concordances — printed
A. CONCORDANCE TO THE NOVUM TESTAMENTUM GRAECE:

Bachmann, H. and Slaby, W. A., eds. 198@ncordance to the Novum Testamentum
Graece 3rd ed. New York: De Gruyter.

Note: Make the parenthetical note read: (BachmawinSdaby 1987:124).
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B. CONCORDANCE TO THE GREEK NEW TESTAMENT:

Aland, Kurt, ed. 1987Concordance to the Greek New Testam@rd ed. New York:
De Gruyter.

Note: Make the parenthetical note read: (Aland 19®)/
2.55 Greek concordances — computgiSee 2.76, 2.77.)
GramCord 1992. Version 4.1. Vancouver, WA: GramCord Ingét

Note: Make the parenthetical note reg@rdmCord1992). Cite an English
computer concordance in the same way.

Quick Verse1992. Version 2.0 for the NIV. Hiawatha, IA: Pams Technology.
Computer program.

Note: Make the parenthetical note red@uick Versel992).
2.56 Englishman’s Greek Concordance

Wigram, George V. 1972 he New Englishman’s Greek Concordang&mington,
DE: Associated Publishers and Authors.

Note: Make the parenthetical note read: (Wigram2145).

2.58 Blass, Debrunner, Funk grammar

Blass, F. and Debrunner, A. 1981 Greek Grammar of the New Testament and Other
Early Christian Literature Tr. and rev. by Robert Funk. Chicago: University
Chicago Press.
Note: Make the parenthetical note read: (BlassRelrunner 1961:75).

2.59 Moulton, Howard, Turner grammar

Moulton, James H., et al., eds. 1983Grammar of New Testament Gregkd ed.
Vol. 2. Edinburgh: T. & T. Clark.

Note: Make the parenthetical note read: (Moultoale1963 2:10).
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HEBREW REFERENCE WORKS (See note before 2.52.)
2.60 BHS Hebrew text
At the earliest convenience (in the preface, initti@duction, or in an endnote at
its first citation), state which Hebrew text yowkaised. For example:
This paper uses EllingerBiblia Hebraica Stuttgartensia

Ellinger, K., ed. 1977Biblia Hebraica StuttgartensidNew York: United Bible
Societies.

2.61 Brown, Driver, Briggs lexicon

Brown, Francis; Driver, S. R.; and Briggs, Chareseds. 1907Hebrew and English
Lexicon of the Old Testame®@xford: Clarendon Press.

Note: Make the parenthetical note read: (Brown.et207:426).
2.62 Hebrew concordances
A. MANDELKERN’'S CONCORDANCE:

Mandelkern, Solomon. 195&80ncordance on the Bihl&lew ed. 2 vols. New York:
Sulsinger Brothers.

Note: Make the parenthetical note read: (Mandelld&%5:329).
B. EVEN-SHOSHAN'S CONCORDANCE:

Even-Shoshan, Abraham. 1988New Concordance of the Old Testam@&nd ed.
Grand Rapids: Baker.

Note: Make the parenthetical note read: (Even-Sho4/988:99).
2.63 The Englishman’s Hebrew Concordance

Wigram, George V. 1980 he Englishman’s Hebrew and Chaldee Concordance of
the Old TestamenReprint ed. Grand Rapids: Baker.

Note: Make the parenthetical note read: (Wigram012&3).
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2.64 The Englishman’s Hebrew Concordance

Gesenius, W. 1966iebrew GrammarEd. by E. Kautsch and A. G. Cowley. 3rd ed.
New York: Oxford University Press.

Note: Make the parenthetical note read: (Geserfigé )1

NON-PRINT SOURCES

List non-print sources in the bibliography alphatadty with the other items, not
In a separate section. Italicize (or underlinégsiof published works. Enclose in
quotation marks the titles of works privately resdsat. Do not italicize (or
underline) nor enclose in quotation marks sertésstiYou need not list the length
in minutes of the tape or program in the bibliodgmapSee 2.19 for entering works
without full publisher information.

Cite the following items in a parenthetical refarethe same way as any other
work, but add in the note such phrases as list@dli@.

2.65 Audiovisual materials(See 2.68-70 if a musical recording.)
A. AUDIOCASSETTE and MP3 AUDIO FILE (See 3.19A foote format.):

Beam, Rick. 1999 Apr. 4. “First Temptation of ChtigkKnoxville, TN: Johnson Bible
College. Audiocassette.

Beckett, Charles. 2011 Sept. 4. “Fan or FollowKnbxville, TN: Woodlawn
Christian Church. MP3 audio file.

B. VIDEOCASSETTE and DVD (See 3.19B for note forrat.

Shakespeare, William. 197Bomeo and JulieDirected by Franco Zeffirelli. New
York: Time-Life Video. Videocassette.

Tolkien, J. R. R. 2002Z'he Lord of the Rings: The Fellowship of the RiDgected by
Peter Jackson. Los Angeles: New Line Cinema. DVD.
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2.66 Cassette tape — in a seri¢See 2.68-70 if a musical recording.)
A. AUDIOCASSETTE (See 3.19A for note format.): (twersions)

Theilemann, Bruce W. 198%he Comradeship Christ Comman@zarol Stream, IL:
Preaching Today. Audiocassette.

Tanner, Tom. 1993 Dec. 8. “Take Them to the CraSerhinary Chapel. Lincoln, IL:
Lincoln Christian Seminary. Audiocassette.

B. VIDEOCASSETTE (See 3.19B for note format.):

Dobson, James C. 198Bhristian Fathering Focus on the Family, 3. Waco, TX:
Word Lifeware Video. Videocassette.

2.67 Cassette tape — multi-par(See 2.68-70 if a musical recording.)
A. AUDIOCASSETTE (Use 3.19C to build format.):

Castelein, John. 1979 May. “Preaching That Captinesmagination.” Part 2.
Lincoln, IL: Lincoln Christian College. Audiocasset

B. VIDEOCASSETTE (See 3.19C for note format.):
Craddock, Fred B. 198@reaching Parts 1-4. Nashville: Abingdon. Videocassette.

2.68 Musical recording — complete album, cassetter €D (See 3.19D for note
format.)

Beethoven, Ludwig von. N.&&ymphony No. 5, in C Minor, Op. 67; Coriolan
Overture, Op. 62Conducted by Fritz Reiner with the Chicago Sympho
Orchestra. N.p.: RCA Victor. Recording.

2.69 Musical recording — single selection from albupcassette, or CO0Use
3.19D to build format.):

Imperials. 1979. “Let Jesus Do It for You.” Heed the CallWaco: Word Records.
Recording.
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2.70 Musical recording — cover(prefer a more standard source) (Use 3.19D to
build format.):

Ballet Music from “Aida” and “Faust.”1972. Conducted by Eugene Ormandy with
the Philadelphia Orchestra. New York: Columbia RdsoRecording cover.

MICROFORMS, INTERVIEWS, CLASS NOTES, SYLLABI

2.71 Microform copy
Format books, articles, theses, etc. as usuagddithe wordsnicrofilm,
microfiche or microcardcopyat the end. Also, add these words in any

parenthetical note.

Adkins, Leon. 1978. “An Awareness of the Holy SpirD.Min. project, Drew
University. Microfilm copy.

2.72 Interview (See 3.19E for note format.)

List the person interviewed, date of the interviéig,or her title/position (only if
meaningful), city and state, and the wamterview

Eubanks, David. 1989 Feb. 10. President of JohBd#ae College. Knoxville, TN.
Interview.

2.73 Class notegPrefer a more standard source.)

Lueke, Matthew S. 2003 Oct. 30. “World Literaturdnrcient.” Knoxville, TN:
Johnson Bible College. Class notes.

2.74 Class syllabus
Follow 2.73 but list the format a€lass syllabus

Owens, Jody. 2001 Spring. “History of Israel.” Kndbe, TN: Johnson Bible College.
Class syllabus.
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ELECTRONIC SOURCES

2.75 Television program(See 3.19F for note format.)

Modern Marvels 1992 May 5. History Channel. Broadcast.

2.76 Computer program(See 2.55; see 3.19G for note format.)

Logos Bible Study Softwarg993. Version 1.6 Oak Harbor, WA. Computer pragra
2.77 Bible Software(See 2.55; see 3.19H for note format.)

McGee, J. Vernon. 1981. “Death of Ananias and Saaghrhru[sic] the Bible
CommentaryNashville: Thomas Nelson. Fraselson’s Electronic Bible
Reference Libraryl977. Nashville: Thomas Nelson.

2.78 Electronic databas€See 3.19I for note format.)
If you access a journal using an electronic daelsisch agxpanded
Academic ASARom the Tennessee Electronic Library), list tiaene of the
electronic database at the end of the journaleefs. Give a retrieval date and a
location of retrieval.

Gilbreath, Edward. 2002 Apr. 1. “Farther in and peeDown: Evangelicals of Al
Stripes Are Reviving the Neglected Art of Exposytéreaching. Christianity
Today46:52-57 Expanded Academic ASARetrieved 2011 Nov. 11 from
Tennessee Electronic Library at Johnson University.

2.79 ONLINE AND WEBSITE SOURCES(Examples 2.80 -2.87)

To begin online and website sources, list the atgh@ame. Next, list the part of
the whole publication (for example, chapter titladicle titles, section divisions),
punctuated with parentheses. List the title ofdbmplete work, punctuated in
italics (or underlined) Note: Give the exact URL including hypertext transér
protocol (http) for this information.

Your bibliography may contain multiple entries fr@am online or website source.
When you have such multiple entries, alphabetizenthy the second element in
the entry (usually a title) and distinguish amolngnb by attaching a lowercase
letter to the copyright/issue date (see 3.8).

To specifically cite information from these sourcgise a paragraph number (in
place of a page number) for the parenthetical deciiation (see 3.2).
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2.80 Electronic books

A. Bible

The Blue Letter Bible2011. Retrieved 2011 Sept. 14 from http://wwweltdtter
bible.org/index.cfm.

B. Multiple entries (Compare to 1.12 and 3.8.)

Ashley S. Johnson. 1896a. “Creatio@8ndensed Biblical Cyclopediaouisville,
KY: Press of Guide Printing & Publishing. Retrieva@D3 Nov. 3 from
http://www.mun.ca/rels/hrolimann/restmov/texts/asyson/cbc/CBCO1.HTM.

. 1896b. “Daughters of Medndensed Biblical Cyclopedibouisville,
KY.: Press of Guide Printing & Publishing. Retriel/2003 Nov. 3 from
http://www.mun.ca/rels/hrolimann/restmov/texts/asyson/cbc/CBCO09.

HTM.

. 1896c¢. “Garden of Ede@dndensed Biblical Cyclopedibouisville,
KY.: Press of Guide Printing & Publishing. Retriel/2003 Nov. 3 from
http://www.mun.ca/rels/hrolimann/restmov/texts/asjson/cbc/CBCO3.HTM.

2.81 Electronic journals

Schmitz, Philip C. 2003 Spring. “The Grammar of iResction in Isaiah 26:19a-c.”
Journal of Biblical Literaturel22:145-149. Retrieved 2003 Nov. 3 from
http://www.sbl-site.org/Publications/JBL/JBL1221fpd

Note: If the electronic version of the journal gguwihe inclusive page numbers of
the article, include them in your bibliographicmBUT cite the material in your
text using paragraph numbers.

2.82 Electronic magazines

Russell, Bob and Russell, Rusty. 2003 Nov./DecayBr Changes Things.”
Rev.Magazine.Com. Retrieved 2003 Nov. 3 from http://www.rev-
magazine.com/current/prayer1103.htm.

Note: If the electronic version of the magazineegithe inclusive page numbers of
the article, include them in your bibliographicenBUT cite the material in your
text using paragraph numbers.
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2.83 Websites
Use the following guide for website sources.

Author (or Agency). Date of publication or of laste maintenance (if available).
“Title of the Source.” Title of Website. Retrievgdar month (abbreviated) day
from http: /XXX XXXXXXXXXXXXXXXXXXXXXXX.

You will often need to adjust your entry based o amount of information the
site provides you. In the example below, you wak $oth a chapter page
(“Preface”) and a work titleTextual Criticism of the Greek New Testamant
addition to the website title.

Marlowe, Michael. 2000 Jan. “Prefacd&éxtual Criticism of the Greek New
TestamentBible Research Internet Resources for StudenBopture. Retrieved
2003 Oct. 30 from http://www.bible-researcher.camface.html.

2.84 Online reference works

“Boethius.” 2001.The Columbia Encyclopediéth ed. Retrieved 2003 Oct. 31 from
http://www.bartleby.com/65/bo/Boethius.html.

2.85 Online multimedia

Gehrig, Lou. N.d. “Farewell Speech.” Frarhe Official Lou Gehrig Web Site
Retrieved 2003 Nov. 3 from http://www.lougehrig.daimout/speech.htm.

Wheeler, Ron. 2008, June 11. “Literature ProfeSstis Why We Should Care.”
YouTube video. Retrieved 2011 Sept. 14 from hitpu.youtube.com/user/
mayhstsy#p/a/f/0/U-wv6DUKINE.

2.86 Online government documents
United States. Federal Trade Commission. 2002 S@eing Frank about Search

Engine Rank.’FTC Consumer AlerRetrieved 2003 Nov. 3 from http://www.
ftc.gov/bcp/conline/pubs/alerts/searchalrt.pdf.

2.87 Some works will not fit precisely any of the formaditsted in this chapter. In

such case, use a format as close as possible aptiadsing the basic order of
parts for a book or journal.
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3. SAMPLE PARENTHETICAL ENTRIES

GUIDELINES

3.1 In-text documentation (parenthetical citation)iatis the paper trail to the
sources you have used. Ussenthetical noteto cite the bibliographic entry
that would lead your reader to the information appey in your paper. ALL
PARENTHETICAL REFERENCES MUST REPRESENT FULLY DETAD
BIBLIOGRAPHIC ENTRIES. Do not use a superscripigeal) number with
parenthetical notes.

Treat each paragraph as a separate entity folocitptirposes (see 3.25).
Use endnotes for all other types of notes (see-3.249).
Apply the following guidelines when typing parenthécal citation entries:
3.2 Parenthetical documentation consists of three pietenformation:

theinitially listed entry word (usually the author’s last name) from the
bibliography followed by a single space,

year (of copyright or publication or production or rietral) followed bya colon—
no spacafter the colon — and

specificpage numberor paragraph number if using an online sourceatalthse
source. Designate a paragraph with para. or fellae space between the
colon and the paragraph designation.

Theformat of the note will appear as:
(Jones 1984:49)
(Smith 1984: para. 8) (Smith 1984: { 8)

Note: See 3.6 if you have no listed date.
VARIATIONS ON THIS PRINCIPLE

3.3 In each following entry, thEPECIFIC example illustrates how to use
parenthetical notes to refer to specific page numlge in sources and the
COMPREHENSIVE example illustrates how to use pdreintal notes to refer
to entire works (not to specific pages in thosekshr

3.4 YOU MUST DOCUMENT ALL SOURCE MATERIALS IN A
RESEARCH PAPER REGARDLESS OF THE FORM THAT THE
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MATERIAL TAKES — DIRECT QUOTATION, SUMMARY,
PARAPHRASE OR SOME COMBINATION OF THE THREE.

EXAMPLES

3.5 Author’s name introduces the quotation or citaton
If the author’'s name introduces the quotation tati@n in the text, then list only
the year of publication and the page number(spnemtheses.* The note may
occur immediately following the author’'s name (tise last name only) or at the
end of the quotation:

SPECIFIC  Jones (1989:49) says, “Directly quoted material.”
Jones says summarized or paraphrased material: 4989

COMPREHENSIVE  Jones (1989) makes this same argument.
Jones makes this same argument (1989).

* Use page number(s) in a Specific citation, butina Comprehensive citation (a
reference to the entire work). If the citation exise through more than one page, use a
hyphen for inclusive pages: Jones (1989:49-50), s&sotation”; use the commay(s)

for separated pages: Jones (1989:49, 51) saysta@Qud’ or Jones (1989:49, 51, 68)
says, “Quotation.”

3.6 If you do not know the year of publication for atpaular work, then usa.d.
for the parenthetical reference (Jones n.d.:49)uRpublished works
(dissertation, interviews, etc.), use the yearaie éssociated with the work, for
example, the year of the dissertation’s compositiothe date on which the
interview occurred (see 3.19E as an example). Rlin@and website sources
without a date of publication, use the year ofréteieval date.

3.7 Author’'s name does NOT introduce the quotation loreference
If the author’'s name does not introduce the quatadr reference in the text, list
the last name, publication year, and page number(s)

SPeCIFIC  “Directly quoted material” (Jones 1989:49-50).
Summarized or paraphrased material (Jones 198®@%9-5

CoMPREHENSIVE  Not directly quoted material (Jones 1989).
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3.8 Author has more than one work in the bibliograply
If an author has more than one work listed in tibdidgraphy, the publication
years will distinguish the works in question. léthuthor has more than one
work listed in the bibliography with the same puahtion year, distinguish
among them by adding a lowercase letter to eachgatibn year (see 2.80).

SPecCIFic  “Directly quoted material” (Jones 1989b:49).
Summarized or paraphrased material (Jones 1989b:49)

CoMPREHENSIVE  Not directly quoted material (Jones, 1989D).

Note: Begin labeling the years in such entries &itbwercasa. Make sure to
add the letter iloththe bibliographic and parenthetical entries.

3.9 No author known for the work cited(See 2.5.)
To cite a bibliographic entry that has no authist,the first word of the entry
(ignoring articlesa, an, the), the year of publication, and the page number(s):

SPeECIFIC  “Directly quoted material”First-word 1989:49).
Summarized or paraphrased mateffatgt-word 1989:49).

COMPREHENSIVE  Not directly quoted materiaF{rst-word 1989).
3.10 Two authors for a cited work
To cite a bibliographic entry that has two authbéss$ the last names of both

authors (joined bynd), the year of publication, and the page(s):

SPecIFic  “Directly quoted material” (Jones and Smith 1989:4
Summarized or paraphrased material (Jones and 36%®$x49).

CoMPREHENSIVE  Not directly quoted material (Jones and Smith 3989

3.11 Three or more authors for a cited work
To cite a bibliographic entry that has three or enauthors, use only the first
author’'s name (even if it introduces the quotatieb)l., year of publication,
and page number(s):

SPecIFic  “Directly quoted material” (Jones et al. 1989:49).
Summarized or paraphrased material (Jones et&9.49).
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CoMPREHENSIVE  Not directly quoted material (Jones et al. 1989).

3.12 Author’'s name does NOT appear as the name usetdthe bibliography
If you quote a primary source from a secondary wrét is, if the
bibliographic entry does NOT begin with author’'smeayou have used in the
citation), list both names (but also compare wi222and 3.17), the year of
publication, and the page number:
A. If the author’'s name introduces the quotatiowmitation:

SPECIFIC  Jones argues, “Quotation” (in Smith 1993:50).
Jones argues that summarized or paraphrased méte&anith 1993:50).

COMPREHENSIVE Jones makes this same argument (in Smith 1993).
B. If you do not use the author’'s name to introdiln@equotation or citation:

SPecIFic.  “Directly quoted material” (Jones in Smith 199350
Summarized or paraphrased material (Jones in Sr88B:50).

CoMPREHENSIVE  Not directly quoted material (Jones in Smith 1993)
3.13 Work has a standard abbreviation
Even if a source has a standard abbreviation (8s8®&AGD; see 2.53)se the

initial entry word in the parenthetical citation:

SPecIFic  “Directly quoted material” (Bauer et al. 1979:49).
Summarized or paraphrased material (Bauer et @b:29).

CoMPREHENSIVE  Not directly quoted material (Bauer et al. 1979).

3.14 A book of the Bible
When citing a biblical book, list the specific boakapter, and verse (see 2.49
for bibliographic entry):

SPecIFic.  “Directly quoted material” (John 11:35).
Summarized or paraphrased material (John 11:35).

COoMPREHENSIVE  Not directly quoted material (John 11:35).
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More than one Scripture, different books:
Not directly quoted material (John 3:2 and Act94:8

More than one Scripture, same book:
Not directly quoted material (John 3:2, 4.8, and?)15

For citing study notes in a Bible see 2.49B.

3.15 A multi-volume book
When citing a multi-volume book, list the authdast name, the year of
publication, the volume (followed by a colon)*, atid page number(s):

SPecCIFic  “Directly quoted material” (Jones 1989 2:49).
Summarized or paraphrased material (Jones 1989.2:49

CoMPREHENSIVE  Not directly quoted material (Jones 1989).

*Note: In the $ECIFIcexample, one space precedes and one space folews
year. No spaces occur before or after the colom@ase any commas.

3.16 An article (See also 2.23.)
The citation of articles from journals follows tekame formats listed in 3.6-12.
The citation of articles from encyclopedias andestimulti-author works also
follows those same basic formats. Remember tafogt@uthor or initial entry
word of the article, not the editor or title of tlaeger work. For example, to cite
an article by Michel found in Kittel (see 2.32 faibliography format) use this
format:

SPecIFic  “Directly quoted material” (Michel 1967 5:283).
Summarized or paraphrased material (Michel 19683%:2
Do NOT use: (Kittel 1967 5:283).

CoMPREHENSIVE  Not directly quoted material (Michel 1967).
Do NOT use: (Kittel 1967).

Note: In the 8EcCIFIcexample, one space precedes and one space follewsar.
No spaces occur before or after the colon. Do setany commas.
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3.17 Documentation of classical (and patristic) work

The documentation of classical works (or works fribie church fathers) often
requires a special format. In the examples beloalude the author (unless
unknown or unless the name introduces the quofatimok/paragraph reference
if kKnown (separated by a period not a colon), tharyf publication of the
particular edition being used, and the page nurapef(that edition (as listed in
the bibliography according to 2.40-48). Separag¢edtiginal source reference
from the modern-day edition with a comma.

A. If citing from a classical author in a primaryusoe where the bibliography
lists the primary source, follow the form:

SPECIFIC  Apuleius says, “Quotation” (2.4, 1955:53).
Apuleius says that summarized or paraphrased rab(2rd, 1955:53).

COoMPREHENSIVE  Not directly quoted material (Apuleius 1955).
or
Not directly quoted material (Apuleius 1955:53-55).

B. If citing from the translator’s introduction tocéassical author’s work, follow
the form:

SPeECIFIC  Rackham says, “Quotation” (in Cicero 1956:vi).
Rackham says that summarized or paraphrased nhdter@cero
1956:vi).

CoMPREHENSIVE  Not directly quoted material (Rackham in Cicer®@p

C. If citing a classical work from a secondary sewihen you list ONLY the
secondary source in the bibliography, include thary source title and
follow the form:

SPECIFIC  “Quote” (The Code of HammuraliilO in Pritchard 1988 1:150).
Summarized or paraphrased materfdlg Code of HammuralilO in
Pritchard 1988 1:150).

COMPREHENSIVE  Not a quote The Code of Hammuram Pritchard 1988 1:150).
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3.18 Documentation of citations from the Apocryphaetc.

When citing the Apocrypha, Pseudepigrapha, DeadS8edls, Mishnah, Talmud,
etc., put the exact source in the parenthetica;raitthe earliest convenience
(preface, endnote at first citation) state theipaldr edition used.

3.19 Documentation of non-print sources

When citing non-print sources, omit any page numéfarences. Consequently,
examples for both the summarizeeESIFIC citation and for a GMPREHENSIVE
citation appear the same. Use the following examfadenon-print sources:

A. Audiocassette (See 2.65A for sample bibliogragmtry.)
“Directly quoted material” (Beam 1999 cass).
Summarized or paraphrased material (Beam 1999.cass)

MP3 audio file (See or 2.65A for sample bibliograpéntry.)
“Directly quoted material” (Beckett 2011 MP3).
Summarized or paraphrased material (Beckett 2013)MP

B. Videocassette (See 2.65B for sample bibliographicy.)
“Directly quoted material” (Shakespeare 1978 video)
Summarized or paraphrased material (Shakespea8evid50).

DVD (See 2.65B for sample bibliographic entry.)
“Directly quoted material” (Tolkien 2002 DVD).
Summarized or paraphrased material (Tolkien 200DPV

C. Cassette tape in multiple parts (See 2.67 fopsabibliographic entry.)
“Directly quoted material” (Craddock 1986 video &Y.
Summarized or paraphrased material (Craddock 1k \part 1).

D. Musical recording (See 2.68-70 for sample biliaqnic entry; no date given.)
“Directly quoted material” (Beethoven recording).
Summarized or paraphrased material (Beethovendexpr

E. Interview (See 2.72 for sample bibliographic gntr
“Directly quoted material” (Eubanks 1989 interview)
Summarized or paraphrased material (Eubanks 198&iaw).

F. Television program (See 2.75 for sample biblipbra entry.)
“Directly quoted material”’Modern Marvelsl992 broadcast).
Summarized or paraphrased matefidb@ern Marvels1992
broadcast).
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G. Computer program (See 2.76 for sample bibliogaehtry.)
“Directly quoted material”’l(0gos1993 computer program).
Summarized or paraphrased materi@gos1993 computer
program).

H. Bible Software (See 2.77 for sample bibliograpmdtry.)
“Directly quoted material” (McGee 1981:45).
Summarized or paraphrased material (McGee 1981:45).

|.  Electronic Database (See 2.78 for sample bibépgic entry.)
“Directly quoted material” (Gilbreath 2002:52).
Summarized or paraphrased material (Gilbreath ZR)2:
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ENDNOTES

3.20 Use endnotes for lengthier referencing that doésmaveniently fit in
parenthetical documentation. These content nopeesaly contain information
that amplifies a point the paper examines. Sucbsoelp indicate the depth and
breadth of the writer’s research.

3.21 Indicate an endnote by placing a raised numbédreappropriate point in the
text. All such numbers should begin with 1 and oarg consecutively
throughout the paper. Do NOT begin numbering agatin each new page or
chapter.

3.22 Place all endnotes in a separate section of therpasgt after the conclusion.
Entitle the first page of this section: ENDNOTES.

Type the worcendnotesn all capitals; center the word to the page, yster
the two-inch top margin. Double space after tHe td enter the first note.

3.23 Do not indent the actual note. Single spadhin each entry; double space
betweenentries. Begin each note with its correspondimgehnumber found in
the text. End each note with a period; that is,ardg complete sentences in
endnotes.

3.24 If you cite a reference in an endnote, make thagion correspond to one of the
forms listed in 3.5-16. Include a full referencethie bibliography of your paper.

SAMPLE ENDNOTES(entries without page numbers reference the ewtr&):
'For more information on this point see Jones (198%5).
2Jones (1989), Smith (1993), and Johnson (1991) pimxéously made this
point. Brown, however, first “[denied] categorigathe possibility of this
interpretation” (1953:5).
3A friend once saw this papyrus fragment while togrihe Holy Land in the
summer of 1980. He also agrees that someone appdamge crossed out this

particular word and written another one over it.

“Smith (1993:12-15) provides an excellent summarisf point.
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LATER REFERENCES TO AN EARLIER CITED SOURCE

3.25 For citation purposes, TREAT EACH PARAGRAPH AS ARSERATE
ENTITY. If you reference a source in a paragrag@t fftou have already

provided a full citation for, you need only giveethage number in parentheses
after the second reference:

Lewis also evaluated other Spenserian podtasher Hubberds Tale
receives a good bit of attentionfmglish Literature in the Sixteenth Century
Excluding Dramaconsidering the scope of that book. Lewis wrégmssage
of over four-hundred words explicating the poenmyal as four reference
passages (1954:366-67, 363, 365, 374, 464). Hiscakpn concludes, “I
have often wondered in re-reading this poem whth @il its brilliance, it

does not wholly please, and am inclined to thinkatves the ear unsatisfied”
(367).

PUNCTUATION OF QUOTATIONS WITH PARENTHETICAL NOTES

3.26 When a parenthetical note follows a quotation, puste the sentence after the
parentheses. Note these examples:

Jones said, “I love God” (1989:49).

Jones said, “l love God” (1989:49), but not to. me
Why did Jones say, “I love God” (1989:49)7
Jones once asked, “Do you love God?” (1989:49).

mo O w»

“Jesus wept” (John 11:35) is the shortest verske Bible.

3.27 Avoid placing parenthetical notes back to back: 6@tion” (Jones 1989:49)
(see also John 3:16). Instead, use this formatot&ion” (Jones 1989:49; see
also John 3:16). When listing two or more paremthéteferences together,
refer to the examples below for other suggestethdts:

A. Several commentators support this view (Jone®X%8 51; Smith 1993:8-
10; and Williams 1991:12).

B. “Jesus wept’ (John 11:35; see also p. 5 below).

Two writers have suggested this (Jones 1989:a8ITAompson 1990:48-50).
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3.28 Avoid placing a parenthetical note at the end bfogk quotation. Rather, place
it in the text of the paper just prior to the quimta in the sentence introducing
the block quotation. See section 4. QUOTATIONSdaliscussion of quotation
usage.

4. QUOTATIONS
SHORT QUOTATIONS
4.1 Incorporate quotations fewer than forty (40) wards the text of the paper.
Type quotations of poetry less than two lines lonthe same way. Use single
guotation marks for a quotation within a quotation.
LONG (BLOCK) QUOTATIONS
4.2 Set off quotations of more than forty (40) wordda®ws:

A. First, punctuate the final word in the text beféine quotation with the
appropriate period or colon and then double sdackide any parenthetical
reference note in the text before the quotation.

B. Next, justify the entire quotation one and oré-mches (1¥2") from the
paper’'sleft edgeand capitalize the first letter. Indent the firse two inches
(2") if it reflects a new paragraph from the origlisource. Do not justify nor
indent the right side of the quotation.

C. Finally, double space the quotation but do notase it in quotation marks.

D. If you use an endnote to document the source, &yaised number at the end
of the quotation.

4.3 Avoid filling a paper with lengthy quotations. Usleck quotations for material
crucial to the point under discussion.

4.4 Type poetry quotations of two (2) lines or longetangth as block quotations.

Indent any run-over lines an additional half inotnfi the left margin to indicate
that they do not begin new lines.
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5. PAPER FORMATTING
LONG MANUSCRIPT FORMAT

5.1 Layout of the Research Project’s Final Form
Every professional field structures communicatioccading to commonly held
specifications in that field. “Rules” or “conventi®’ of format serve at least two
purposes. For the researcher, rules ensure theagevyef some specified range
of material. For the reader, rules create cleaeetgtions for the kind and form
of presented information, making that informati@sié/ accessible through
referencing. The following guidelines overview tieguired format and
recommended content of the Johnson University reseaport.

A. TITLE PAGE

The title page provides clear identification of Hssignment’s intention and
origin. Make the title precise and comprehensiveettect the nature and
scope of the study. Avoid using “A Study of” or ‘Hudy to Determine” to
title your paper. Pagination of the front mattémafly) begins numbering with
the title page in lowercase Roman numerals (ij,igtc.) and ends before
page 1 of Chapter 1. NO PAGE NUMBER APPEARS ON THELE

PAGE.

1. General Format of Title Page

The title page contairtbree sectionsof information: (1)the title, (2) the
author, and, (3) thelass designationDouble spacéhroughout the title
page.Center alignall the text on the title pagklint: Although the
information on the title page appears in doublesga you may find that
using single spacing and hard returns will give petter results in overall
formatting of the page.

2. Title

Place the paper’s title just under a two-inch (8P margin. Type the title
in all uppercase letters. Place your title in arented pyramid shapéit
runs more than one line in leng®lace the paper’s title on the first page
of the text as well as on the title page.

3. Author

Type the word “By” with an initial capital just kel the five inch (5")
line from the top of the page. Double space, tgpe fyour name also
using initial capitals.
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4. Class Designation

Just below the nine inch (9") line from the toptlod page, type the
department designation using only the course stbjet number with the
section number (e.g., English 2011-04). Double s@axl type the date of
submission using year, month (abbreviated), and2@y1 Nov. 30).

REFERENCES

1. Section 2. SAMPLE BIBLIOGRAPHY ENTRIES of this dklet presents
guidelines to format the reference list entries section 3. SAMPLE
PARENTHETICAL ENTRIES presents guidelines to forrtieg in-text
citations.

2. SOURCES CITED: Begin your list of references lo@ page immediately
following the final page of the paper’s text. TY9OURCES CITE[ust
under a two-inch (2") top margin. Type it in alpdal letters, centered to the
page. Inalphabetical ordetby each entry’s first word (usually the author’s
last name), list every source that you have ciiegbur paper.

IN-TEXT DOCUMENTATION

In-text documentation (parenthetical citation)iatiks the paper trail to the
sources you have used.

1. Parenthetical documentation consists of threeegief information:

— theinitially listed entry word (usually the author’s last name) from the
bibliography followed by a single space,

—year (of copyright or publication or production or nietral) followed by
a colon no spaceafter the colon,

— specificpage numberor paragraph number if using an online source or
database source.

2. Indicate electronic media references by usingdhewing designations in
place of the page numbefs# orpara. # to indicate an online source or
database sourc€ED-ROMto indicate a CD-ROM sourceassto indicate an
audiocassettejdeoto indicate a videocassettegpadcastto indicate a live
television or radio sourc®VD to indicate digital video diskviP3 to
indicate Moving Picture Experts Group (MPEG) Audayer Il
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D.

FORMAT AND WRITING SPECIFICATIONS

1. Page Numbering

No number appears on the title page, table of cos{@ required), or the
first page of each chapter. Page numbers in tloat‘imatter” (Table of
Contents, List of Tables, List of Figures) appealoavercase Roman
numerals (ii, iii, iv, etc.) centered at the bottofrthe page. Count the title
page as the first page, but do not place a pagbeauan it.

Page numbering starts over with the beginning effitist page of text.
Number the remaining pages in the text consecytiwéh Arabic

numbers (2, 3, etc.Rlace these numbers within the upper right hand
margins. No page numbers appear on chapter heading gagesyunt
them in the pagination sequenba not use parentheses, periods, or “p.”
to mark page numbers. For simplicity, considerSJRCES CITED
page of your paper as a chapter heading, amébdamumber it.

2. Margins

Useone-inch(1") marginson the top, bottom, right, and left of pages,
except for chapter heading pages, the title paggttae sources cited
page. Make the top margins two inches (2") fromttps on those pages.
Justifyonly the leftmargin

3. Line and Word Spacing

Double space the text of the paper throughoutudinly block quotations.
Exception: In the reference list, single spacihin each entry and double
spacebetweenentries.

Do not use widow and orphan lin&¥idow line= a single line or part of a
line at the bottom of a pagerphan line= a single line or part of a line at
the top of a page.
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SHORT MANUSCRIPT FORMAT

5.2 For a paper at or under five (5) pages of textenlesthe following guidelines:

A.

1.

MATERIALS

Hard copy: Word process (or type) the documembt But on an 8 72" x 11"
unlined paper in black ink.

. Electronic (online): Process the manuscript usimdicrosoft Word program

and submit as a document file (.doc) attached tenaaul.

ARRANGEMENT

. Beginning just under the one inch (1") top limetbe first page, single space

your name, theclass designationand thedate in the upper left-hand corner:

Ron Wheeler just under the one inch {1"} top lipe
English 2011-04  dourse subject course numbef section numbér
2011 Nov. 30 year—abbreviated monthk day)

. Follow indicated marginal spacings:

Top margin &ll pagey one inch (1"

Left margin one inch (1")

Bottom margin one inch (1") (approximately)
Right margin gnjustified) one inch (1") (approximately)

. Title

» Double spacdetween the date line and the title.
« Center your title to the page.
* Double spacdetween the title and first line of your text.

» Capitalize your complete title.

. Page Numbers

* Do not number the first page.

» Use Arabic numerals (1, 2, 3) in the upper rigadh corner to mark
all subsequent pagd3o not use parentheses, periods, or “p.” to mark
page numbers.
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o gk~ Wb

Indent paragraphs one-half inch (¥2"); most prsicgsprograms make this
setting their default setting; indent five (5) spad typing, and type on the
sixth (6th) space.

. Double space the terf the paper.

PRESENTATION

Submit the manuscript meat andlegible form.

Do not submit work in a folderghore for online submissiohs

Do not use a cover sheet.

Use 12-point, Times New Roman font.

Staple pages in the upper left-hand coriggrafe for online submissions

Correct finished manuscripts in the following man{gnore for online
submissions

» To hand correct a mistake on the final draft, deasingle line
through the error and write in the correction abtihneemistake.

« Limit hand corrections: Two (2) per page.
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6. PLAGIARISM AND RELATED PRACTICES

Plagiarism

Students commit plagiarism when they deliberatalynsit the writing of someone
else as their own work. This offense may involwaer submitting a paper written by
someone else or copying directly from a sourceoutlusing quotation marks or
appropriate documentation.

For demonstrable plagiarism in a paper, studertsegeive a minimum penalty of F
on that paper. Normally the penalty will includgrade of For the course and a
report of the offense to the Dean of Students, my initiate action leading to
suspension or dismissal from Johnson University.

Excessive Collaboration

To write more effectively, students (like most wri) may discuss their ideas and
plans for papers with others or may read a papea éection of a paper) to friends,
making revisions based on their responses. Norrsatih collaboration improves
writing.

Students may also seek help from a volunteer edHipist. For instructors to gain an
accurate representation of a student’s work, theestt must present the rough draft of
any theme or research paper typed by someonetbtnethe student. The final copy
must mention the typist's name.

Either of the above practices carried to the exéreonstitutes excessive collaboration
and prevents instructors from recognizing the abdity and progress of their
students, thus inhibiting effective teaching aradéng. Students may receive the
grade of Fon a paper that shows unmistakable evidence @sske collaboration.
Since students often practice excessive collalmranthout a deliberate intention to
deceive, a professor, after conferring with thelstu, may allow a rewrite of the
paper.

Insufficient Documentation

Honesty and courtesy require that writers acknogeéetieir debt for information and
opinions they draw from other sources. Documemagti@vides both an
acknowledgment of this debt and a kind of suppartlie ideas expressed in a paper.
Appropriate documentation may range from the megatian of a name or title to the
extensive footnotes and bibliography required fullg documented paper.
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Insufficient or inaccurate documentation constgLaeserious weakness in a paper and
normally results in a lowered grade. Students reagive the grade of &n a paper
where insufficient documentation overwhelms the camication.

Inadequate Paraphrase

In paraphrasing, students should carefully chahgeviords and sentence structure of
the original source while retaining the originahse of the source’s meaning.
Students must learn the ability to paraphrase. lysimadequate paraphrase
represents a lack of knowledge and skill on thé glathe student rather than a
deliberate attempt to deceive.

Professors will treat inadequate paraphrase likeotimer writing deficiency, provided
it does not also involve insufficient documentati8tudents may receive the grade of
E on a paper where inadequate paraphrase makessipfibe communication. In
such instances, professors may require the stuoeetvrite the paper. Inadequate
paraphrase without documentation usually consstptagiarism.
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EXPLANATORY NOTES

TITLE: Appears just under thgvo-inch (2") top line, typed in all uppercase letters.
Inverted pyramid shapéthe title runs more than one line in length.
Place the paper’s title on the first page of thet &s well as the title page.

By: By, with an initial capital just unddive inches(5") from the page’s top.
Double space
Author: Name using initial capitals.

Class: Course and section numbers just ungher inches(9") from the page’s top.
Double space
Date:  Ofsubmissionusing year, month (abbreviated), and day.
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EXPLANATORY NOTES

2.29 ARTICLE IN AN ENCYCLOPEDIA— SIGNED; inclusive pages
In-text Citation— (Bruce 1979:39-40).

2.1 ONE AUTHOR; One page

In-text Citation— (Gaertner 1993:47).
2.11 BbITORS; inclusive pages

In-text Citation— (Johnson 1992:80-89).

2.80 EECTRONIC BOOK 2.15 BEDITION OTHER THAN FIRST, one paragraph
In-text Citation— (McGarvey 1872a: para. 14).
or (McGarvey 1872a: 1 14).

1.12 AUTHOR: SAME NAME IN SUCCESSIVE ENTRIESINclusive paragraphs
In-text Citation— (McGarvey 1872b: para. 20-32).
or (McGarvey 1872hb: 1 20-32).

1.12 AUTHOR: SAME NAME IN SUCCESSIVE ENTRIESNoninclusive paragraphs
In-text Citation— (McGarvey 1872c: para. 18, 27).
or (McGarvey 1872c: 1 18, 27).

2.9 EDITORS AS AUTHORS front matter cited
In-text Citation— (Root and Wade 1966:ii-v).
2.23 ARTICLE IN A JOURNAL OR MAGAZINE, noninclusive pages
In-text Citation— (Wall 1999:70, 75, 81).

2.27 EECTRONIC DATABASE, one paragraph
In-text Citation— (Whitlock 1995: para. 7).
or (Whitlock 1995: § 7).

2.23 ARTICLE IN A JOURNAL OR MAGAZINE inclusive pages
In-text Citation— (Zimmer 1990:90-95).

Heading: SOURCES CITED (all caps); double spacer #fiis title

Margins: Top — 2"; Left — 1" (justified); Right = {unjustified); Bottom — 1"
Single space&vithin each entry. Double spabetweenentries.

Use hanging indentation. Place a period at theoéedch entry.
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INDEX

Abstracts, journal 2.37
Alphabetizing bibliographies 1.8, 1.lI
Annotated bibliographies 1.23
Apocrypha
in bibliographic entries 2.50
in parenthetical entries 3.18
Articles
in books 2.26-28
in encyclopedias 2.29-35
in journals or magazines 2.23-24
in newspapers 2.25
Articles, Initial @, an, thé 1.8, 1.11,
2.5,3.9
Audiocassettes
in bibliographic entries 2.65A,
2.66A, 2.67A
in parenthetical entries 3.19A &
C
Audiovisual Materials 2.65
Author/Editor 2.11
Authors 1.10-12
— in bibliographic entries:
as publishers 2.20
editors as authors 2.8-9
four or more authors 2.4
institutions as author 2.7
no author given 2.5-6, 2.30
one author 2.1
three authors 2.3
two authors 2.2
— in parenthetical entries:
author has more than one work
3.8
author’'s name does not introduce
3.7
author’'s name not in bibliography
3.12
author’'s name introduces 3.5
no author 3.9
three authors 3.11
two authors 3.10
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Bible 1.14C
electronic version 2.80A
in bibliographic entries 2.49A
in parenthetical entries 3.14
study notes 2.49B
Bible Software 2.77, 3.19H
BIBLIOGRAPHICAL ENTRIES -
section 2
BIBLIOGRAPHIES - section 1
annotated 1.23
arrangement 1.8 & 1.9
definition 1.1
kinds 1.2-5
parts 1.10-1.22
spacing 1.8,2B & C
subheadings 1.9
Block quotations 4.2, 5.1D3
Book reviews 2.36
Books (see also Authors)
electronic 2.80
in bibliographic entries 1.10
in parenthetical entries 3.2
sample bibliographic entries 2.1-
22 (see also Authors)
sample parenthetical entries 3.5-
18
Broadcasts
in bibliographic entries 2.75
in parenthetical entries 3.19F
Capitalization
series 1.16
subheadings 1.9
titles 1.14G-H
Cassette tapes
in bibliographic entries 2.65-2.67
in parenthetical entries 3.19A-C
Chapters in books 2.26
Churches 1.14H
Class notes 2.73
Class syllabi 2.74



Classical works

in bibliographic entries 2.40-2.44

in parenthetical entries 3.17
Comprehensive bibliography 1.2

Comprehensive examples, parenthetical

entries 3.3ff.
Computer programs 2.76, 3.19G
Concordances
Greek 2.54-56
Hebrew 2.62-64
Copyright year 1.10A, 1.13
Databases, electronic 2.78
Date of access 1.10C, 1.21, 2.78-86
Dates 1.10, 1.13
copyright 1.13
formats 2.23
no date 2.19
publication 1.13
multi-volume works 2.16-18
reprint editions 2.21
Deity 1.14H
Dissertations 2.38
DVDs
in bibliographic entries 2.65B
in parenthetical entries 3.19B
Editions 1.10, 1.17, 2.15

Editors 1.10, 1.15, 2.8-9, 2.11-12, 2.18

Eight-space underline 1.12, 2.80
Electronic books 2.80
Electronic databases 2.78, 3.19I
Electronic journals 2.81
Electronic magazines 2.82
Electronic sources 2.75-87
Encyclopedias 2.29-35
Endnotes 3.1, 3.20-24, 4.2D
Entry words 1.7-8, 3.2, 3.13
Etal. 2.4,3.13
Formats
of bibliographical entries 1.10
of parenthetical entries 3.2
Formatting papers — section 5
God 1.14H
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Government documents
Institution as author 2.7
online 2.86
Greek grammars 2.58-59
Greek reference works 2.52-59
Guidelines
for bibliographic entries 2A-C
for parenthetical entries 3.1-4
Hebrew reference works 2.60-64
In-text documentation — see
Parenthetical documentation
Interviews
in bibliographic entries 2.72
in parenthetical entries 3.19E
Issue numbers 1.10B, 1.16, 2.23
for book series 1.16
ltalics 2.A
for series titles 1.16
Journals
electronic 2.81
reprinted or reissued 2.24

Later references to earlier cited source

3.25
Lexicons

Greek 2.53

Hebrew 2.61
Magazines, electronic 2.82
Margins of papers 5.1D, 5.2B
Microforms 2.71
Months, abbreviations for 2.23
MP3 audio file

in bibliographic entries 2.65A

in parenthetical entries 3.19A
Multi-author/multi-title works 2.43
Multi-volume works

articles 2.27-28

books 2.16-18

encyclopedias 2.35B

in parenthetical entries 3.15
Musical recordings

in bibliographic entries 2.68-70

in parenthetical entries 3.19D



Newspapers 2.25
Non-print sources
in bibliographic entries 2.65-70
in parenthetical entries 3.19
Notes, class 2.73

Numbering pages of papers 5.1A, 5.1D

Online sources 2.79-87
books 2.80
format 1.10 C
government documents 2.86
in bibliographic entries 2.79-87
journals 2.81
magazines 2.82
multimedia 2.85
reference works 2.84
websites 2.83
Page numbers 1.22, 3.2
Pages
place in bibliographic entries
1.10

place in parenthetical entries 3.2
Paragraph numbers for online sources

3.2,5.1C2
PAPER FORMATTING - section 5
PARENTHETICAL DOCUMEN-
TATION - section 3
article 3.16
author has more than one work
3.8

author’'s name does not introduce

3.7

author’'s name not in bibliography

3.12
author’s name introduces 3.5
Bible 3.14
guidelines 3.1-4
multi-volume 3.15
no author 3.9
of papers 5.1C
standard abbreviations 3.13
three authors 3.11
two authors 3.10
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Patristic works

in bibliographic entries 2.45-48

in parenthetical citations 3.17
Periodicals, format for 1.10B
Place of publication

books 1.20

in bibliographic entries 1.10

journals 2.23

no place 2.19

online source 1.21
PLAGIARISM — section 6
Poetry quotations 4.1, 4.4
Primary sources 1.9, 2.22A, 2.44
Publishers 1.10

authors as publishers 2.20

books 1.20B

for journals 2.23

no publisher 2.19
Punctuation 1.8, 2B-C

with block quotations 4.2A

with quotations 3.26-28
Quotation marks 1.10, 1.14, 1.16
QUOTATIONS - section 4

(see also Secondary sources)

poetry 4.1,4.4

with parenthetical citations

— section 3

References in papers 5.1B
Reissued journals 2.24
Religious groups 1.14H
Reprints

books 2.21

journals or periodicals 2.24
Research report 5
Retrieval date 1.21, 2.78-86
Sacred works 1.14C, H
Scripture 2.49
Secondary sources 1.9, 2.44

in bibliographic entries 2.22

in parenthetical entries 3.12
Selected bibliography 1.3



Series 1.10
classical 2.40-42
definition 1.16
numbered 2.14
patristic 2.45-48
unnumbered 2.13
Sources cited 1.5, 1.9
Sources consulted 1.4, 1.9
Spacing
in annotated bibliographies 1.23

of bibliographic entries 1.8, 2B-C

of papers 5.1

with block quotations 4.2A-C
with endnotes 3.23

with poetry quotations 4.4

Specific examples, parenthetical entries

3.3iff.
Standard abbreviations 3.13
States, abbreviations for 1.20A
Study notes from the Bible 2.49B
Subheadings 1.9
Subtitles 1.14F
Successive entries 1.12, 2.80
Syllabi 2.74
Television programs 2.75, 3.19F
Theological encyclopedias 2.31-34
Theses 2.39
Title pages of papers 5.1A
Titles
as entry word 2.5, 2.30
in bibliographical entries 1.10,
1.14
of papers 5.1A
Translators 1.10, 1.15, 2.10, 2.12
Underline — see ltalics
Uniform resource locator (URL) 1.10,
1.21, 2.79
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Videocassettes
in bibliographic entries 2.65-67
in parenthetical entries 3.19B
Volume numbers 1.10
for books 1.18
for periodicals 1.19, 2.23
Website sources 2.79-87
Websites 2.83
Year 1.10, 3.2,5.1C, 5.2B
YouTube 2.85
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