DOCTOR OF MISSIOLOGY

Dissertation Writing Manual

1st edition

Recommendations and Requirements
for the Mission Department and the
Doctor of Missiology Program
of Andrews University

Updated June 2016 by Linda Bauer
Portions of this manual were used with permission from the Andrews University
Standards for Written Work, 14th ed. and from the AIIAS Research
Standards and Writing Manual, 1st ed.

https://www.andrews.edu/sem/dmiss/disertationmanual




CONTENTS

Chapter

1. GENERAL INFORMATION.........covenene
Style vs. Format .......ccccceevvvvvviieiennnns

Font, Paper, and Printing.....................

The Research Project ..........cccccoeevenee
AAVISEr .
Deadlings.......ccccoevvvvceevciiiiie e,
DisSertationsS.........occeeveveeiiieeiieesvee e

2. CONTENTS OF THE WRITTEN WORK
Arrangement of Contents....................
ADSEraCt ...
Preliminary Pages .......ccceovvvvvevennenn,
Main Body of TeXt........ccecvvvrververnnnn

Chapters......cccoovevenereciesee

Rules for Tables and Figures (HHUSIFrationS) .........cccevvvverereiieneere e

Rules for Subheads..........cc..c.......

Summaries, Conclusions, and RecoOMMENAatiONS.........ocoicvieiiieeie et e e reee e

Student-Prepared Questionnaires........
Appendix and Reference List..............

3. THE MECHANICS OF PREPARATION.
Margins ....ccoovvveeerese e
Page NUMDErS .......cccocvvverierecreee
SPACING...ceeeeieeeeeee e
Word DiViSion........ccccoeneininenenenens
IAliCS .o

4. ADDITIONAL SUGGESTIONS FOR WRITING FORMAL PAPERS .........cccooiiiiiee,

Formal Academic Writing...................
Foreign Language in Text.......c..c.......
Who Are “We”? i,
Keep the Historical Perspective...........
Suggestions for Use of Verb Tense.....
Use Gender-Inclusive Language.........
Plagiarism ........ccoceoevveineiennenneens

AU Statement on Academic Integ

5. STYLE OF REFERENCES FOR TURAB
General........coeveveiiiieee e
Abbreviations in Papers..........c..ccoc......

6. SPECIFIC CONCERNS FOR USING IN-
Parenthetical In-text..........ccoovvvvvennnn.

FIEY oo
IAN PARENTHETICAL ....ccoooiiiiiiiiieve e,

TEXT REFERENCES ......ccoooiiiiice



Referencing QUOTALIONS .........coiiieiiiieice bbb e
MakKing the RETErENCE LSt........ccviiveieieiiiiee et nee s

7. SAMPLE STYLE SHEETS FOR PRELIMINARY PAGES. ...

ADSEFACE TIEIE PAE.....o ittt b
SAMPIE ADSIFACT .....eveeeec e e e
Title Page—DMIiSS DISSEItAtiON ......c.eviuiiiiriiieiise st
Approval Page—DMIiSsS DISSEItAtiON ........cccocerveriririreiieieese e
Table OF CONTENES ...ttt
List of Hlustrations/List Of TabIES..........cceiiiiiiie e
LiSt OF ADDIEVIALIONS ....c.eoviiiiiieese e bbb e
PIETACE. ...ttt bbb E bbb r s
Sample Page Showing Spacing, Margins, and Use of Subheadings..........ccccoecvvivvivvveinnnnnn

Appendix

A. TURABIAN PARENTHETICAL AUTHOR-DATE, REFERENCE LIST, AND
SAMPLES ...

27
28

30
31
32
34
35
36
38
39
40
41

42

55

59

64

67



Chapter 1

GENERAL INFORMATION

This manual is intended as a guide in writing the DMiss dissertation. It sets forth format
requirements that are unique to Andrews University. You must counsel with your adviser concerning any
special departmental requirements that may apply. Your dissertation should be prepared in the format
specified in this manual and in accordance with those special requirements.

STYLE VS. FORMAT

Many students ask, What is the difference between style and format?

Style dictates such matters as whether to use footnotes or in-text references, whether to write
numbers as words or figures; capitalization rules, and whether a bibliography or reference list is
produced. At the beginning of writing, you and your adviser must agree on the style to be used; that style
must be followed throughout the paper.

Andrews University requires a certain format for dissertations (regardless of style chosen), which
includes (1) margins and spacing, (2) the placement and layout of preliminary pages, (3) placement of
page numbers, (4) subheads, and (5) how to display tables and figures.

FONTS, PAPER, AND PRINTING

Fonts similar to Times New Roman, New Century Schoolbook, and Courier are acceptable. A
serif rather than a sans serif typeface (such as Arial) is preferred. The size of the type should range
between 10 and 12 points. Do not use a compressed typeface or any settings on your system that would
decrease the spacing between letters or words. The default settings are normally acceptable. The final
paper must comply with all the rules regarding format (margins, spacing, and page number placement).

All text is double spaced on one side of the paper with block quotes single-spaced. The draft
version of the dissertation for your advisers (if they require it for the defense) may be printed on
multipurpose paper. If you print a post-defense final copy of the dissertation it should be printed on high-
guality, acid-free paper—20# with at least 25 percent cotton rag content—to assure a longer shelf life.

You are required to submit a word and pdf digital copy to the dissertation secretary. Un-link any
live URLs and convert these to black text. Convert your electronic file to a pdf, which will embed fonts
and preserve graphics at a print-quality resolution.



THE RESEARCH PROJECT

Adviser

One faculty member is required to serve as an adviser for your dissertation. You may choose this
adviser in consultation with the DMiss program director. Before beginning work on a project, you must
have the approval of the project adviser.

You must also file with the department a statement naming the project adviser. Should a change of
adviser or research project become necessary, a new statement must be filed.

Deadlines

The final copy of the research project report must be submitted to the research adviser fourteen
days preceding the date of graduation. Completed and signed approval form for the research project must
be filed in the Academic Records Office no later than noon on Friday, one week preceding graduation
exercises, unless an earlier time is specified by the department.

DISSERTATIONS
Please be reminded that:
1. The length restriction on doctoral abstracts has been removed.

2. You are expected to follow the format rules recommended by Andrews University and
outlined in this manual.

3. Submit a final (post-defense, revised) digital copy of the dissertation to the DMiss program
office. Note that your submitted digital file will have an unsigned approval page—for security precautions.

Please make arrangements with the DMiss program office for the printing, binding, and mailing of
any personal, which are your personal expense.

In addition, please submit a completed James White Library Submission Agreement form
(available from the DMiss program office) so that your digital file can be posted in the Library’s online
catalog. The DMiss program provides the necessary forms for submitting your project document to
ProQuest/UMI for publishing, where it will have wider exposure.

4. Two more submission steps are required:

a. Students must submit their dissertation in digital format (PDF) to ProQuest. There
is no cost for this submission, and the dissertation secretary will provide you with the
directions for this process. (These directions are available online at www.andrews.edu/
grad/resources/research.html.) ProQuest Dissertation Publishing provides the only
comprehensive service in the world for publishing, archiving, and disseminating graduate
research. As a publishing partner with ProQuest, you become entitled to a host of
services, including distribution of citations and abstracts through ProQuest Dissertations
& Theses, and optional filing of copyright registration with the United States Copyright
Office.

b. Students must provide the dissertation secretary with a completed James White

Library Submission Agreement form. The digital dissertation file will be uploaded to
the James White Library’s online catalog, which provides wide exposure for your
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research. The dissertation secretary will provide you with the Submission Agreement
form; it is also available online at www.andrews.edu/grad/documents/submission-
agreement-form-for-jwl.pdf.

At this point, the dissertation secretary will notify the Academic Records Office that you have
completed all dissertation requirements.



Chapter 2

CONTENTS OF THE WRITTEN WORK

ARRANGEMENT OF CONTENTS

Every dissertation is composed of three parts: preliminary pages, text, and reference materials. In
addition, each dissertation must have an abstract. All the pages of these parts are presented in a certain
order and are counted and/or numbered according to specific rules. Listed below is the order in which the
pages appear and pertinent remarks regarding them. Full descriptions of the various parts of the paper
follow.

Abstract

Abstract pages are not numbered.

Blank page Page is neither counted nor numbered.

Abstract title page See Exhibit A.

Abstract See Exhibit B. There is no word-limit restriction.

Preliminary Pages
Preliminary pages are numbered at the bottom of the page in lower-case roman numerals and centered
under the text.

Title page A title page must be in the paper. See Exhibit C. This page is usually p. i, but the
number does not appear on the page.

Copyright page This page is neither numbered nor counted. Upon creating your dissertation,
copyright privileges now vest immediately—without notice or registration
formalities. However, you should include a copyright notice in your dissertation.
This signals to readers that you acknowledge your legal rights and that you are
the copyright owner. Registration of this copyright with the U.S. Government is
optional. However, for American publications, registration is required before
you can file an infringement lawsuit. Notice should appear as follows:

© Copyright by Mary M. Lightfoot 2014
All Rights Reserved

The copyright notice is placed in the middle of the page or near the lower left
corner (within the margins). The U.S. Copyright Office offers a wealth of
information in its “circulars” and registration forms. Call the forms hotline day
or night at 202-707-9100 to request copies. Also check the Copyright Office
website at Icweb.loc.gov.copyright.
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Approval Page The approval page is defined by the Doctor of Missiology program. See Exhibit
D. This is p. ii, but the number does not appear.

Dedication Optional. If you make a dedication, keep it brief. It is p. iii.
Table of Contents The table of contents must reflect the first three levels of subheadings used; it

may (but does not need to) include the fourth level. See Exhibit E. Ordinarily the
first page of the contents is numbered iii; it is numbered iv when there is a

dedication.
List of Illustrations When two or more illustrations (or figures) are in your text, a list of illustrations
(or Figures) is required. See Exhibit F.
List of Tables When two or more tables appear in your text, include a list of tables. If both the

list of tables and the list of illustrations can fit comfortably on one page, this is
preferred. See Exhibit F.

List of Abbreviations A paper that uses abbreviations must have a list of abbreviations. See Exhibit G.

Preface/ A preface and/or acknowledgments is optional. See Exhibit H.
Acknowledgments

Text

All pages of the text and all reference materials that follow the text are numbered with consecutive arabic
numerals. All page numbers are placed 3/4 inch from the bottom center of the page (i.e., outside the
margin). Normally, this is two lines below the bottom line of a full page of text.

Introduction An introduction may be used before chapter | to set the stage for what follows; or
it may be chapter 1, so titled.

Body of Paper The body of the paper is made up of chapters in which the study is developed.
See Exhibit I.

Summary or The summary and/or conclusion is usually the last chapter and can be so titled;

Conclusion however, in some papers, especially where there is an introduction that is not

chapter 1, a summary may follow the final discussion of the problem, methods,
and findings of the study.

Recommendations When recommendations are made, they usually appear as a part of the final
chapter or at the close of the summary and conclusions.

Appendix and Reference List

The appendix material follows the text and is numbered consecutively in arabic numerals. Photocopied
material will need to be scanned into your dissertation/thesis file so that when your document is uploaded
to the James White Library, the appendix material is included.

Cover sheet(s) or Cover sheets are optional. They can be used to group and/or identify appendix
half-title pages materials. These pages, if used, are counted, but page numbers do not appear on
them.



Appendix(es) Each appendix is listed separately by number (or letter) in the table of contents.
Grouping like materials in one appendix is recommended unless there are very few
items. The appendix title and number appear either on a cover sheet or at the top of
the first page of each appendix. If like items are grouped together, a cover sheet is
recommended. For example, it is best to have all letters grouped in one appendix
rather than have a separate appendix for each letter. If page numbers already appear
on the appendix material, place your new page numbers in the bottom right-hand
corner in square brackets.

Glossary/List of A glossary at the end of the paper is optional and is seldom used. In Seminary

Abbreviations papers, it is preferable to have the list of abbreviations at the beginning of the
paper. Unknown terms needing explanation usually appear as definitions in the
first chapter.

Cover sheet or Optional. A cover sheet is not used unless the same device is used for the
half-title page for appendices.
reference list

Reference List In most cases, it is preferable for the reference list to appear in one list rather
than in several categories. Other scholars will find it much simpler to search one
list rather than search through several categories to locate items of particular
interest. If two or more categories are deemed essential, keep them to an absolute
minimum and only with the approval of the adviser.

Vita A brief résumé (one page only, usually in list format) of your educational and
professional accomplishments is required for the DMiss dissertation.

Blank page The last sheet that appears in your work is blank.

THE ABSTRACT

The abstract—a brief, comprehensive summary of the contents of the document—-appears at the
beginning of the doctoral dissertation. It consists of a title page and the abstract. Exhibit A shows a sample
abstract title page. Note that the inch indicators shown in the margins of the sample page are measured
from the top edge of the page.

Abstracts for dissertations are not restricted to a certain number of words. An abstract that is dense
with information, concise, and quickly comprehensible will increase the audience and future retrievability
of the document. Embedding keywords in the abstract will enhance other researchers’ ability to find it in a
database. Do not include in-text references in the Abstract—it must be able to stand alone.

Abstracts written for formal research are frequently, though not necessarily, divided into four
sections. See Exhibit B.

Abstract Content

Abstracts that give a report of an empirical study describe:

The Problem A clear statement of the purpose of the study—in one sentence if possible.



The Method A clear but brief description of the subjects and pertinent characteristics
(number, age, gender, etc.) and the experimental methods that are used
(data-gathering procedures, apparatus, instruments, etc.).

The Results A report on the findings, including statistical significance levels.

Conclusions A list of conclusions, implications, recommendations, and applications.
Abstracts that review a theoretical or philosophical study include:

The Topic A clear statement, in one sentence if possible.

The Purpose A statement that describes the organizing construct and scope of the paper.

The Sources An indication of the basic published literature used and/or personal
observations involved.

Conclusions A statement of conclusions reached with implications or applications.

PRELIMINARY PAGES
The preliminary pages follow a set format prescribed by the University.

Title Page

The title page gives the name of the university and of the particular department in which you are
enrolled. Also included is the title of the study, the course or degree for which the paper is submitted, the
author’s name, and the date.

Approval Page
See Exhibit D of this manual for a sample page. You will include the names of your 2nd and 3rd
readers.

Table of Contents and Lists

The table of contents recommended by Andrews includes at least three levels of subheadings. A
fourth level is optional. Chapter titles in the contents should be written in all capitals; subheadings are
written in headline style for the first three levels and in sentence style for the fourth.

When using Turabian headline style, capitalize first and last and all words except articles,
coordinate conjunctions, prepositions, or “to” as part of an infinitive.

The subheads in the table of contents should appear precisely as they appear in the text of the
paper. Exhibit E has a sample table of contents.

Lists of tables and illustrations also follow the headline style of writing. The wording of the titles
of tables in the list should correspond precisely with that used in the tables as they appear in the text. The
wording in the list of illustrations should correspond exactly with the initial portion of the legend that
appears beneath the illustrations in the text. If the legend is expanded to give further explanatory
information, the expanded portion is not included in the list. See Exhibit F.

When a list of abbreviations is included in the paper, the list is arranged alphabetically according
to the abbreviation. The abbreviations (usually in capitals) appear in the left-hand column, with the source
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they stand for in the right-hand column. Publishing information is not included in the list of abbreviations;
however, on rare occasions the name of the author(s) or editor(s) may be included. See Exhibit G.

Preface, Acknowledgments, and Dedication

The preface gives a brief insight into the paper presented. See Exhibit H. The preface usually ends
with the acknowledgments. If you write acknowledgments only, simply entitle the page
“Acknowledgments.”

Some writers like to add a page of dedication. If you use one, make it brief. It follows the
approval page. See Turabian, 8th ed., p. 379, for recommendations.

MAIN BODY OF TEXT

Chapters
Chapter numbers should be written in arabic numerals.

Rules for Tables and Figures (lllustrations)

The preparation of tables and figures requires care regarding spacing, arrangement of headings,
and placement with respect to the text; therefore, early consultation with the dissertation secretary is
recommended.

1. Tables are numbered consecutively throughout the text and appendix with arabic numerals.
Table titles should be presented in accordance with the DMiss manual (see also Turabian, chap. 8).

2. Double, line and a half, or single spacing may be used in creating visually appealing tables
but they must fall within the required margin limits. If tables are smaller than the width of the page they
should be centered within the right and left margins.

3. Atable or figure that takes up a half page or more should be centered on a separate page. It
can then be inserted into your paper immediately after its first introduction.

4. Do not place short bits of text—Iless than three lines—before, between, or after tables on a
table page. Two short tables or figures that are in succession and are first mentioned on the same text page
may share a page.

5. Open tables are preferred; boxed tables may be used if they are short enough to be contained
on one page; tables that contain many numbers may use a grid format.

6. A table may be continued over two or more pages. However, a table that is continued must
start at the very top of the page. On the continued page, Table X—Continued. appears at the top left corner
of the continued table. A solid line at the end of the table shows that the table is complete.

7. lustrations include graphs, charts, plans, photographs, diagrams, maps, etc. Sometimes it is
advisable to group all illustrations in one section (usually near the end of the paper).

8. Titles of tables appear above the table; captions or legends appear below the figure.
9. A caption for a figure starts at the left-hand margin and is written in sentence style. If the

illustration fills the page so completely that there is no room for the caption, the caption is placed at the top
of the next text page written as follows: Next page: Figure 10. Christians residing . . .



11. The landscape orientation might be more favorable for wider tables. The page number for
such a page, however, remains in the “portrait” position—at the bottom of the page. The table faces
outward— toward the edge of the paper. For the page number, insert a section break and make sure that
the footer is not connected to the others before you continue. Or try inserting a text box with the number in
the appropriate position.

Turabian-style table
With this style, the table number and title are set flush left, boldface, above the table. Notice that

the title goes no further to the left or right than the limits of the table and a runover line is flush left, single-
spaced with no terminal period. Follow “sentence style” capitalization rules. For example:

Table 2. Factors influencing students’ choice of Andrews University
master’s programs (N = 24)

Response Percentage
Length of program 22.1
Flexible program 30.2
Pleasant faculty 15.7

Turabian-style figure

. L A\ =

=§=2 parents

Mother
, N\ /

N Father

1970 1980 1990 2000

Figure 1. Changes in family structure, 1970-2000. Data taken from Kate L. Turabian, A
Manual for Writers of Research Papers, Theses, and Dissertations, 8th ed. (2013, 86).



Rules for Subheads

A paper is more readable when the chapters are divided into sections, which in turn may be
divided into subsections. Readability is further enhanced by the titles customarily given to these sections
and subsections. Such titles, called subheadings, must be used in the correct order. (See samples on the
following page.) Remember: These are Andrews University subheads, not Turabian’s .

1. The most important subheadings, called first-level subheadings, are centered and placed in
boldface.

2. Second-level subheadings are centered and in text type; they are not in boldface.

3. Thethird level begins at the left margin and is in boldface.

4. The first three levels of subheads are written in headline style. That is, when using Turabian,
all words have initial caps except coordinate conjunctions, articles, prepositions, and “to” when used as
part of an infinitive. The last two levels (levels 4 and 5) of subheads appear in sentence style (only first
word and proper nouns with initial capital).

5. Fourth-level subheadings begin at the left-hand margin and are in text type.

6. Fifth-level subheadings are indented and run into the paragraph; they are in bold type and end
with a period.

7. Centered subheads (and titles) may not exceed 4% inches and are arranged in inverted-
pyramid style.

8. Margin subheads may not extend beyond the middle of the page. The left side is flush with
the left margin; the right is arranged in inverted-pyramid style.

9. Words in titles and subheads may not be hyphenated at the end of a line; neither does
punctuation appear at the end of a line (except level 5, which ends with a period).

10. A triple space (skip 2 single lines) appears before subheads. See Exhibit O.
11. A double space (skip 1 single line) appears after subheads. See Exhibit O.

12. A subhead cannot be the last line on a page. At least one line of text, preferably two, must
appear after the subhead.

13. Subheads act as the outline to your paper. There must be at least two subheads at any given

level. To divide one section into “A” but not “B” indicates that the divisions might not be logically
structured or that A and B should be merged.
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Sample subheads:
Experimental Programs in North American

Seventh-day Adventist Education
(Level 1, centered, bold, title case)

Experimental Programs in Religion
(Level 2, centered, not bold, title case)

Student-Teacher Cooperation
in Syllabus Development

(Level 3, left margin, bold, title case;
note that these go to middle of
the page only)

Importance of student input

(Level 4, left margin, not bold,
sentence case; go to middle
of page only)

Students feel responsible. When the students . . .
(Level 5, indented, bold, sentence case)

Summaries, Conclusions, and Recommendations

Ordinarily a study is summarized at the close, and the principal findings of the research are
briefly stated. By studying the table of contents and reading the summary, another researcher should be
able to determine whether or not further reading would contribute to his or her own research.

Recommendations, when made, usually appear at the close of the summary chapter.
In some papers, it may be advantageous to write a brief overview of what the chapter contains at
the beginning of each chapter and a short summary of what the chapter has said at the close of each

chapter. However, this is not essential or even practical in all papers. Consult with your committee
adviser or chair on this point.

STUDENT-PREPARED QUESTIONNAIRES
Many research papers require student-prepared questionnaires. If your paper requires such an
instrument, be aware that your instrument must appear in the appendix as it is presented to the
respondents. Parts of the instrument may also appear in the main body of your paper. With this in mind,
observe the following:

1. Each question/statement must be in the same tense and in parallel grammatical construction.

2. Spelling, grammar, and punctuation must be corrected before the instrument is used.
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3. Rules governing margins, spacing, etc., of the dissertation proper should be followed in the
preparation of the questionnaire.

APPENDIX AND REFERENCE PAGES

Appendix

The appendix contains materials that are not essential to the paper but that are useful to the
reader. When the materials in the appendix fall into several categories, group similar materials into one
appendix. For example, all letters should appear in one appendix, all maps in another, all tables in
another, etc. Each category of the appendix is given a letter (or sometimes a number) (Appendix A,
Appendix B) and is titled. For example (centered 2 inches from the top of the half-title page before
specific appendix):

APPENDIX A APPENDIX B APPENDIX C
LETTERS QUESTIONNAIRES RAW DATA
Glossary

A glossary may be included in a paper which uses many technical names or foreign words likely
to be unfamiliar to the reader. A list of words and their definitions or translations would be very helpful. If
all such words are listed under Definitions of Terms in the main text, it is unnecessary to include a
glossary.

Reference List

List all reference entries in one alphabetical list. It is much easier to find a specific entry in such a
list and, therefore, is a courtesy to the reader. If two or more categories are considered essential, keep the
categories to an absolute minimum and make it clear to the reader how the list is divided and why. All
sources guoted or mentioned in the text must appear in the reference list.

The style for writing reference entries follows the recommendations of the DMiss department.
There may be a time when a particular topic lends itself to an alternate style. It is very important to
establish very early in your writing the style you are going to use. Modified styles presented in this manual
take precedence over those presented in other style manuals.

Vita

A vita, the last entry in a paper, is required for all DMiss dissertations. It is usually presented in
list format and should be very brief—no more than one page—Ilisting the author’s educational and
professional accomplishments. It should include the author’s full name (including middle name), maiden
name where applicable, date of birth, and other publications by the author. This information will aid
Andrews University’s Senior Cataloger in creating a Name Authority Record (NAR) for the student, which
will then be submitted to the Library of Congress Authorities and the OCLC database. This also allows our
Senior Cataloger to determine whether the AU graduate is identical to or differs from an identical name
already entered in the Library of Congress bibliographic records.

12



Chapter 3

THE MECHANICS OF PREPARATION

MARGINS

For theses and dissertations, the left-hand margin must be 1% inches and all other margins must
be at least one full inch. The initial page of a chapter or a major section (i.e., table of contents,
bibliography, etc.) has a full 2-inch margin at the top of the page.

Margins may be slightly larger than prescribed, but they may not be smaller.

PAGE NUMBERS

All pages are numbered at the bottom center of the page, approximately % inch from the bottom
edge of the paper no matter where the text ends. At least one double space (skip one single line) must
appear, however, between the last line of text and the page number. Placement of numbers must be
consistent so all page numbers appear in the same place on every page. Page numbers do not have any
periods or other embellishments. Pages in the appendix that have xeroxed pages or original sources,
such as tests or other instruments that already carry numbers, are numbered consecutively with your
paper, but the numbers may be placed just inside the margin in the bottom right-hand corner and within
square brackets.

SPACING
General Rules

All text is double spaced. Block quotations are single spaced.
There is one space after the punctuation at the end of a sentence.

Paragraphs are indented one-half inch, and block quotations are indented one-quarter inch. A
block quotation is a direct quote of five or more lines.

Runover lines of the reference list entries are indented one-half inch.
Use a ragged right margin rather than a justified margin.

The last line of a paragraph should not appear at the top of a page (widow line) unless it reaches at
least to the midpoint of the page.

13



Specific Spacing Rules

Four spaces (skip three single lines)
When a table or figure appears on a page with text, leave four spaces (skip three single lines) both
above and beneath the table or figure.

Triple space (skip two single lines)
Triple spacing is used
1. between chapter number and chapter title
2. between chapter title and whatever follows
3. before subheads that are followed by text.

Double space (skip one single line)
Double spacing is used
between lines of the text
between lines of a two-line title
between subheads and text that follows
between subsequent (or consecutive without intervening text) subheads
between footnotes (if you have any footnotes in your paper)
between reference entries
between captions in a list of tables or illustrations
between footnote line (which is 20 spaces long) and the first footnote. (Note this rule
carefully as it is here that many problems arise when material is entered into the computer.)
9. between main divisions of table of contents and subsections

N GRWNE

Single space

Single spacing is used

1. between lines of the title, a chapter title, and table titles when they are more than two lines in

length
between lines of subheads that are more than one line long
between lines in a block quotation
between lines of a footnote
between lines of entries in the reference list
between lines of a source note below tables and figures
between lines of the subsections in the table of contents
between lines of a caption in a list of tables or illustrations
between text (no matter where it ends) and the 20-space footnote separator line (No more than
% inch of space is allowed between text and the separator line.)
10. between some entries in a long table.

CooNOARWN

Spacing of tables and illustrations (figures)

When tables are typed, the overall size of the table, the limitations of margins, and “eye appeal”
should all be considered. Use double spacing, space and a half, or even single spacing to produce the best-
appearing, most-readable, and practical table. In some cases it may be necessary to reduce the size of the
table to show it to best advantage and still comply with the margin limitations. In that event, the page
number must be added after the reduction process.

Spacing after punctuation
1. One space follows commas (including Bible texts and page numbers), semicolons, and colons
used in the text and references. One space follows periods used with initials of personal names.

2. One space follows end-sentence punctuation and only one space after periods in references.

14



3. No spaces appear
a. after periods of abbreviations (except for personal names)
b. between chapter and verse in Scripture references
c. between hour and minutes in time
d. between volume and pages in a book reference (but not between year and pages in a
journal)
between components of a ratio
before and after hyphens or dashes.

- D

4. Ellipsis points are used only in quoted material and have one space before and after each of
three dots used to indicate omitted material. Four dots, with no space before the first dot, indicate material
omitted at the end of a sentence—the first dot represents the period. Do not use ellipsis points at the
beginning or end of any quotation unless it is necessary to avoid misinterpretation of the quotation.

WORD DIVISION
In general, words at the ends of lines should be divided only when absolutely necessary, and then
according to syllabication as shown in the dictionary. Never make a one-letter division; avoid two-letter
divisions; divide hyphenated words only at the hyphen; and never divide the last word in a paragraph, the
last word of the text, or the last word on the page. Avoid placing two hyphens in a row at the right margin.
More than two are not permitted. Turabian (8th ed.) has an excellent section on “Line Breaks” (20.4).

ITALICS

Place in italics (never underlining) foreign words and titles of books, journals, and magazines.
Italics for emphasis should be used very sparingly.
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Chapter 4

ADDITIONAL SUGGESTIONS FOR
WRITING FORMAL PAPERS

FORMAL ACADEMIC WRITING

Formal English is used in academic writing. Formal writing informs and evaluates; it explains and
analyzes. The writing is objective and impersonal; it avoids slang, jargon, and cliches. It is clear and
concise. Contractions are rarely used because they tend to add a light or informal tone.

FOREIGN LANGUAGE IN TEXT

Questions concerning the language to be used arise in many dissertations. Ordinarily, only one
language should be used in the main body of the text. A direct quote, therefore, in a foreign language
should be translated or taken from a translation. If the wording in the original language is important, the
translation should be given in the text and the original in the footnote. If there is to be systematic
discussion of the meaning of the language of the original, the quotation may be given in the text. When the
guote is taken from an edition other than the original text, the reference to that edition is given; when it is
taken from a translation the reference to the translation is given. The most authoritative edition of the text,
if several editions are available, should be used. You should discuss this problem with your dissertation
committee chair or adviser so that you reach an agreement on how the foreign language is to be treated
before you begin to write.

WHO ARE “WE”?

Do not use the editorial “we.” “We” did not carry out the research, choose the topic, or make any
conclusions. However, you may assume that your reader is following along with you (e.g., “We now turn
to” or “Let us now look at”).

Writing in the third person (i.e., using “this writer,” “this researcher”) gives the impression that
you did not take part in the research, or that you are distancing yourself from what you have done. Either
use the first person—1 instructed the students”—or recast the sentence to say “Students were instructed.”

KEEP THE HISTORICAL PERSPECTIVE

When you are writing, keep in mind your reader who may be reading in the future. For example,
if you write “Today’s educators promote [something],” consider how your statement may be understood in
the year 2020. It is better to clarify such a statement with “Educators in the 1980s promote [something].”

Also consider carefully the historical perspective of your subject, especially in your literature
review. Comparisons, agreements, or disagreements should be thought out very carefully. For example, it
would be misleading to say that Brown, who died in 1920, disagreed with Smith, who wrote in 1965. It
would be permissible, however, for Smith, in 1965, to express an opinion that disagrees with what Brown
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wrote in 1915. Also, because of disparity of the dates, Brown and Smith can hardly concur with one
another. It would be possible for Smith to concur with Brown’s opinion, however.

Another historical problem that confuses many non-Adventist readers is the writings of Ellen G.

White. If her writings are used in a historical setting, it is important to include the date when the quoted
statement was made as well as the date of a compilation, which was probably done years after her death.

SUGGESTIONS FOR USE OF VERB TENSE

Some general principles concerning the use of verb tenses in written research reports should be kept
in mind.

1. References made to the study itself are in the past tense. You are commenting on work you
did before the report was written.

2. The discussion within the report that interprets the data presented may be in the present or
past tense.

3. Principles that you identified, formulated, or created may be stated in the present tense.

4. Atimeless principle that you use but that has been identified by someone else may be stated
in the present tense.

Examples
Tense Occasion
1. Past References made to the study itself in explaining procedures, analyses,
etc., during the course of the study.
Example: The instrument was refined, the data analyzed, and the findings
summarized.
2. Presentor Speaking directly to the reader in explanation or interpretation.

combination of ~ Example: Table 5 shows that most people like oranges.
present and past  Example: Table 5 shows that most people liked oranges.

The reference to the table is always present, but the interpretation of the data may be expressed
either in the present or the past.

3. Present or past Referring to other researchers.
Example: Freud differed with Skinner where personality development is
concerned.
Example: Freud differed with Skinner where personality development was
concerned.

When writing from the view of the historical past, use the past tense. If stating what carries weight
now, use the present tense. It is usually easier to write in the active voice in the present tense, and the
active voice is usually easier to read.

4. Present Referring to principles you or other researchers identified.
Example: Bodies that are heavier than air fall toward the earth.
Example: Husbands differ from wives when it comes to child-rearing
practices.
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5. Past, present, or  When reviewing other persons’ research reports.
a combination Example: Jones (1963) found that children did not like interacting with
hostile parents.
Example: Jones (1963) found that children do not like interacting with
hostile parents.

Keep in mind when reporting on the research of others that there is the chance that the researcher
has at some point changed opinions. You may write: “In his 1968 study, Brown states that this test
revealed . . .” Or you can say: “Brown (1968) stated that this test revealed . . . ” However, it may give a
false impression to state unequivocally: “Brown states that this test reveals . . . ”

USE GENDER-INCLUSIVE LANGUAGE

The editors of many professional journals now advocate the use of gender-inclusive language for
the articles they print. (See the American Psychological Association’s Publication Manual, 6th ed.,
p. 73.) This is especially true of those who prepare journals representing disciplines that include many
women (i.e., education, library science, and nursing).

The National Council of Teachers of English (NCTE), among others, makes several suggestions
as to how to handle the general problems of sexist language.

Omission of Women

1. Maninits original sense carried the dual meaning of adult human and adult male, but its
meaning has come to be so closely identified with adult male that the generic use of man and other words
with masculine connotation should be avoided whenever possible.

Example Alternative

mankind humanity

man-made synthetic, manufactured, machine-made
the common man the average person, ordinary people

2. The use of man in occupational terms where persons holding the jobs could be either male or
female should be avoided.

Example Alternative

chairman coordinator (of a committee or a department)
moderator (of a meeting), presiding officer, head,
chair

steward, stewardess flight attendant

policeman, policewoman police officer

3. Since there is no generic singular pronoun to denote gender, we have used he, his, and him in
such expressions as “the student . . . he.” Seek alternative approaches to avoid the exclusion of women.

a. Recast into plural.

Example Alternative
Give each student his paper as Give students their papers as soon as
soon as he is finished. they are finished.
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b. Reword to eliminate problem.
Example Alternative
The average student is worried The average student is worried about grades.
about his grade.

c. Replace the masculine pronoun with one, you (only in informal text), or (very sparingly)

he or she.

Example Alternative

If the student was satisfied with The student who was satisfied with his
his score, he took the test. or her score took the test.

If he passes the test, he has the One who passes the test has the option
option to go on to the next unit. to go on to more difficult problems.

d. Alternate male and female expressions.
Example Alternative
Let each student take an active Let each student take an active role. Has she had a
role. Has he had a chance to talk?  chance to talk? Does he feel left out?
Does he feel left out?

e. Certain phrases assume that all readers are men.

Example Alternative
The delegates and their wives The delegates and their spouses were invited to a
were invited to a dinner. dinner.

Demeaning Women

1. Men and women should be treated in parallel terms in descriptions, marital status, and titles.

Example Alternative

the lady doctor the doctor

Senator Percy and Shirley Chisholm Charles Percy and Shirley Chisholm

Mr. Percy and Mrs. Chisholm Senator Percy and Representative Chisholm

2. Terms that patronize or trivialize women should be eliminated.

Example Alternative

gal Friday assistant

ladies women (unless ladies is paired with gentlemen)
poetess poet

coed student

Gender-Role Stereotyping

1. Women should be shown as participating on an equal basis. The statement “Charles is a male
nurse” and “Louise is a woman doctor” are equally objectionable.

Example Alternative

Executives become so involved with  Executives become so involved with
business that they neglect their wives  business that they neglect their families.
and children.

Jane’s husbhand lets her have a Jane works part time.

part-time job.
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2. Jobs and roles should not be stereotyped.

Example Alternative

The elementary teacher . . . she . .. Elementary teachers . . . they . . .

The principal ... he ... Principals . . . they . ..

Anurse...she... Nurses. . . they . ..

Have your mother send a lunch Ask your parents to send a lunch with you.
with you.

Research

Those involved in writing up the results of their research should keep in mind the following
counsel from Guidelines for Nonsexist Use of Language in NCTE Publications.

1. Careful consideration should be given to the methodology and content of research to ensure
that it carries no sexist implications. (This does not deny the legitimacy of research designed, for example,
to study gender differences in the performance of certain skills.)

2. The sample population should be carefully defined. If both males and females are included,
references to individual subjects in the report of the research should not assume that they are male only.

3. The examples used for case studies should be balanced in numbers of male and female
subjects if both genders were involved in the study.

PLAGIARISM

Do not claim the words and ideas of another as your own; give credit where credit is due. Use
guotation marks to indicate the exact words of another; carefully cite sources and acknowledge what
material has been borrowed. When summarizing or rearranging the order of a sentence, you still need to
credit the source. One can be guilty of plagiarism inadvertently through ignorance or carelessness. See
Turabian 7.9, 15.1, and 25.1 (8th ed.) for excellent advice on avoiding plagiarism, paraphrasing, and
citing ideas that are not your own. Andrews University’s statement on Academic Integrity from the
Andrews University Bulletin 2013-2014 (p. 33) is included here:

AU Statement on Academic Integrity

In harmony with the mission statement, Andrews University expects that students will
demonstrate the ability to think clearly for themselves and exhibit personal and moral integrity in every
sphere of life. Thus, students are expected to display honesty in all academic matters.

Academic dishonesty includes (but is not limited to) the following acts:
= Falsifying official documents

= Plagiarizing, which includes copying others’ published work, and/or failing to give credit
properly to other authors and creators

= Misusing copyrighted material and/or violating licensing agreements (actions that may result
in legal action in addition to disciplinary action taken by the University)
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= Using media from any source or medium, including the Internet (e.g., print, visual images,
music) with the intent to mislead, deceive, or defraud

=  Presenting another’s work as one’s own (e.g., placement exams, homework assignments)

= Using materials during a quiz or examination other than those specifically allowed by the
teacher or program

= Stealing, accepting, or studying from stolen quizzes or examination materials
= Copying from another student during a regular or take-home test or quiz

= Assisting another in acts of academic dishonesty (e.g., falsifying attendance records,
providing unauthorized course materials).

Andrews University takes seriously all acts of academic dishonesty. Such acts as described
above are subject to incremental discipline for multiple offenses and severe penalties for some offenses.
These acts are tracked in the office of the Provost. Repeated and/or flagrant offenses will be referred to
the Committee on Academic Integrity for recommendations on further penalties. Consequences may
include denial of admission, revocation of admission, warning from a teacher with or without formal
documentation, warning from a chair or academic dean with formal documentation, receipt of a reduced
or failing grade with or without notation of the reason on the transcript, suspension or dismissal from the
course, suspension or dismissal from the program, expulsion from the university, or degree cancellation.
Disciplinary action may be retroactive if academic dishonesty becomes apparent after the student leaves
the course, program, or university.

Departments and faculty members may publish additional, perhaps more stringent, penalties for
academic dishonesty in specific programs or courses.
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Chapter 5

STYLE OF REFERENCES FOR
TURABIAN PARENTHETICAL

The style of references recommended by the Doctor of Missiology program is designated as the
author-date parenthetical style in Turabian’s Manual for Writers (8th ed., 18.1). Specific
recommendations for certain types of entries used primarily in papers using Turabian appear in this chapter
and in the appendix.

GENERAL

1. References to E. G. White’s books should follow the same guidelines as other works.
Abbreviations familiar to Seventh-day Adventists may be used in the text only when the research deals
specifically with White’s writings. In such a case, a list of abbreviations must be included in the
preliminary pages and the date of the writing (as well as the date of the edition quoted—if there is a
difference) should be indicated.

2. There are times that you may want to add additional information t