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STYLE GUIDE 

Last Revised:  

December 8, 2020 

Note: This style guide is intended for use by students of Eternity Bible College. Unless 
your professor indicates otherwise, every paper you write should conform to the 
following guidelines. With some exceptions, the guidelines in this document are adapted 
from the 6th edition of the MLA Handbook (Modern Language Association of America. 
MLA Handbook for Writers of Research Papers. 7th ed. New York: MLA, 2009). 

Please note: this Style Guide will be changing 
dramatically for Fall 2021 to coincide with Chicago 
Style formatting guidelines as reflected in the general 
practice for theological writing

In the interim, please consult your professor for the 
specific policies that might apply to their course. 
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Paper Formatting 
Unless your professor indicates otherwise, format your paper according to the following 
specifications: 

Font Type 
Times New Roman 

Font Size 
12 point 

Line Spacing 
Double 

Margins  
1” on the top and bottom and 1.25” on the sides. 

Page Numbers 
With the exception of the title page, every page should include a page number. The page 
number should be centered on the bottom of each page. The numbering should begin 
after the title page (i.e., The first page of your paper should be page 1). Note: You may 
have to adjust the default settings for your word processor. In Microsoft Word, go to the 
“Insert” menu, then select “Page Numbers.” In the dialogue box, click on “Format.” 
From there, set the page numbers to start at 0. Be sure that the box for “Show number on 
first page” is not checked. 

Title Page 
Unless your professor indicates otherwise, every paper should begin with a title page that 
includes the following information (please note that the following is a list of instructions, 
not a sample; see Appendix 1 for a sample title page): 

[9 Empty Single Spaces] 
• THE TITLE OF YOUR PAPER (In All Caps)

[9 Empty Single Spaces]
• Your Name

[1 Empty Single Space]
• The Class Title

[1 Empty Single Space]
• Your Professor’s Name

[1 Empty Single Space]
• The Date the Paper Was Submitted
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Papers Without a Title Page 
If your assignment does not require a title page, put the following information (single-
spaced) in the top left-hand corner of the first page: 
• Your Name
• Your Box Number
• The Class Title
• Your Professor’s Name
• The Date the Paper Was Submitted

After this information, leave one (single-spaced) blank line, then enter the title of your 
paper—centered and in all caps. After the title, leave one (single-spaced) blank line and 
begin your paper. See Appendix 1 for a sample page. 

Section Headings 
For longer papers, headings may be used to differentiate between sections and 
subsections of the paper. All headings should be in 12 point Times New Roman font and 
should be left justified. Headings should appear on their own line, just above the section 
that they introduce. Major headings should be in bold and minor headings in italics. 

Quotations 

General Quotation Guidelines 
When incorporating a direct quote from another author, use quotation marks and cite the 
source in a parenthetical citation after the closing quotation mark and before the final 
punctuation mark. 

E.G., Grammar is more than an arbitrary set of rules that professors use to torment
their students, it is necessary for successful communication: “the tools of
grammar haven’t survived for so many centuries by chance; they are props the
reader needs and subconsciously wants” (Zinsser 235).

Block Quotations 
If the quotation fills more than four lines of your paper, it needs to be formatted as a 
block quotation. Use the same font size (12 point) and spacing (double spaced), but start 
the quotation on its own line and indent the entire quote an extra inch. No quotation 
marks are necessary, but a parenthetical citation must follow the quote. Though normal 
parenthetical citations go before the final punctuation mark, the citation for a block quote 
comes immediately after the final punctuation. (Note the example below.) 
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E.G.,

Note that in the example above, only the page number is included in the parenthetical 
citation because the author’s name is used to introduce the quote. If the author’s name is 
not mentioned elsewhere, his or her last name must be included in the parenthetical 
citation. 

Citations 
Every time you use a direct quotation, a paraphrase, or borrow the idea of another author, 
you must include a parenthetical citation in the text. Note: Even if you do not directly 
quote an author, if you are using information gleaned from a source, that source must be 
cited. 

Citing Direct Quotes 
When citing a direct quote the parenthetical citation comes after the closing quotation 
mark and before the period or comma. 
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E.G., “Clear thinking becomes clear writing; one can’t exist without the other”
(Zinsser 9).

Citing Information Gleaned from a Source 
When citing information gleaned from a source (as opposed to a direct quotation) the 
parenthetical citation comes after the last word of the last sentence or phrase using the 
gleaned information, but before the period or comma. 

E.G., As Americans, we have a tendency to use more words and an inflated
vocabulary to make ourselves sound more important (Zinsser 7).

Formatting Citations 
The citation should be placed in parenthesis and should consist of the author’s last name 
followed by the page number(s) of the quotation or content. 

E.G., (Tripp 232-233).

For books with two or more authors, list each author and the page number. 

E.G., (Chester and Timmis 92).
E.G., (Blaising, Gentry, and Strimple 208-215).

If you cite more than one book or article by the same author, enter the author’s last name 
followed by a comma, the title of the book (in italics), and the page number. 

E.G., (Feinberg, No One Like Him 582).
E.G., (Feinberg, Continuity and Discontinuity 87).

If you include the author’s name or the book title in the content of your paper, you do not 
need to repeat that information, and the parenthetical citation should include only the 
page number(s). 

E.G., According to William Zinsser, “good writing is lean and confident” (71).

Citing Sources from an eReader (e.g., Kindle, Nook, etc.) 
If you are citing a source that you accessed via an eReader such as a Kindle, Nook, 
Tablet, or some other eReader or eReader app, do your best to find all of the information 
listed under the previous heading. Though the formatting is different, the book or article 
you are accessing should still list an author, title, and publishing information. Some 
eReaders will also give you page numbers. With a Kindle, for example, if you highlight 
text you can access that highlighted text under “My Clippings.” “My Clippings” will 
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sometimes give you an actual page number for your highlight that corresponds to the 
print edition of that work. If at all possible, use the page number in your citation. But if 
you are unable to find a page number, find another way to identify the location of the 
material you are citing. Kindle displays a “location number” and a percentage that shows 
how far through the book your material is located. If you cannot find a page number, use 
one of these indicators and add a line to your citation that says, “Accessed via Kindle” (or 
whichever device or app you used).  

Citing Online Sources 
When citing a website in the text of your paper, use the best information available. If the 
site identifies the author of the information, then use the author’s name in the 
parenthetical citation. Since a website will not include a page number, refer to the name 
of the particular web page that you pulled information from. 

E.G., (Vlach, “Existentialism”)

In this case, your entry for this source in your works cited page will include the url of the 
website. For this example, your entry in the works cited page will look like this: 

E.G.,
Vlach, Michael J. “Existentialism.” Theological Studies.org. Aug. 25, 2011. <

http://theologicalstudies.org/resource-library/philosophy-dictionary/120-
existentialism>. 

FORMULA: 
Author’s Name. “Title of the Document or Page.” The Title of the Website. Date 

You Accessed the Site. <URL>. 

If you cannot find the name of the person responsible for the content on the website, then 
refer to the website by its title. 

E.G., (Theological Studies.org, “Existentialism”)

If you have trouble finding both the name of the person responsible for the content on the 
website and the name of the website itself, then you are probably not looking at a credible 
site. Choose a different source. 

Citing Bible References 
When citing Bible references, use parenthetical citations and include the abbreviated 
book title (See Appendix 2), the chapter, and the verse(s). 

E.G., “In the beginning, God created the heavens and the earth” (Gen. 1:1).
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When citing a biblical passage to support an argument, cite the verse(s) parenthetically at 
the appropriate place in the sentence or paragraph. Multiple references may be cited in a 
single parenthetical citation, but each should be separated by semicolon. 

E.G., John’s attire consisted of camel’s hair and a leather belt (Mark 1:6), an
ensemble reminiscent of Elijah (2 Kin. 1:8). John also had an interesting diet—
locusts and wild honey (Matt. 3:4; Mark 1:6).

If all of your biblical citations are from the same translations, you do not need to specify 
the translation in the body of your paper (including parenthetical citations). You do, 
however, need to list that translation on the Works Cited page (see “Works Cited” 
below).  

If you use more than one translation from the Bible in your paper, you must include the 
translation’s abbreviation (see Appendix 3) after the verse reference in the parenthetical 
citation for each verse that you cite. Each translation must also be listed on the Works 
Cited page. 

E.G., “Jesus wept” (John 11:35, ESV).
E.G., “Jesus wept” (John 11:35, NIV).
E.G., “Jesus wept” (John 11:35, NASB).

Works Cited 
Every source that is cited in the body of your paper must be included in the Works Cited 
page. Each entry must include the following:  

• The author’s first and last name.
• The title of the article, essay, book chapter, short story, or poem (if

applicable—if every chapter, article, or essay in the book was written by the
same author(s), you do not need to specify the chapter, article, or essay).

• The title of the book, magazine, or scholarly journal.
• The first and last name of the editor(s) (if applicable).
• The city of publication.
• The publishing company.
• The year of publication.

The Works Cited page should be organized alphabetically by the last name of each 
author. Each entry should begin along the left margin, but if the entry fills more than one 
line, each additional line should be indented an additional ½” from the margin. The 
Works Cited page should be double spaced between entries and within each entry. At the 
top of the first page of the Works Cited list, type the words “Works Cited” centered and 
in bold. Begin the list of works cited doubled spaced immediately below this title. 
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General Rules 
• Titles of books, magazines, and scholarly journals should be italicized.
• Titles of articles, essays, book chapters, short stories, and poems should be

placed in quotation marks.
• Cite only the city of publication—omit the state and/or country.
• Shorten the name of publishing companies (e.g. “Crossway” instead of

“Crossway Books,” “P&R” instead of “P&R Publishing,” etc.).

A Book by a Single Author 
This is the most straightforward type of citation. 

FORMULA: 
Author’s Name. Title of the Book. City of Publication: Publisher, Year. 

E.G.,
Frame, John M. The Doctrine of the Knowledge of God. Phillipsburg: P&R,

1987. 

A Book by Two or More Authors 
This is essential the same as the single author citation, but each author’s name is listed at 
the beginning. The first author should be listed last name first, but each subsequent author 
should be listed with the first name, middle name, then last name. 

FORMULA: 
Author’s Name (Last, First Middle), Author’s Name (First Middle Last), and 

Author’s Name (First Middle Last). Title of the Book. City of Publication: 
Publisher, Year. 

E.G.,
Blaising, Craig A. and Darrell L. Bock. Progressive Dispensationalism. Grand

Rapids: Baker, 1993. 

A Book by an Editor and Multiple Authors 
When citing a book that has a different author for each chapter or essay, you will 
normally cite just the chapter(s) or essay(s) that you used in your paper (See “A Chapter 
or Essay in a Book by Multiple Authors” below). If you need to cite the entire work, 
however, use the following format. 
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Begin the citation with the editor’s last and first names. Place a comma after the editor’s 
first name or middle name and add “ed.” (abbreviation for “edited by”) before the title of 
the book. 

FORMULA: 
Editor’s Name, ed. Title of the Book. City of Publication: Publisher, Year. 

E.G.,
Feinberg, John S., ed. Continuity and Discontinuity: Perspectives on the

Relationship Between the Old and New Testaments. Westchester: 
Crossway, 1988. 

A Chapter or Essay in a Book by Multiple Authors 
When citing a single chapter or essay from book that contains multiple essays or chapters 
from multiple authors, begin the citation with the name of the author of the essay. After 
this, include the title of the essay in quotation marks. Next give the title of the book in 
italics followed by Ed. (for “edited by”) and the name of the editor of the book. After 
citing the city of publication, the publishing company, and the date, place a period and 
then record the page numbers of the essay you are citing. 

FORMULA: 
Author of the Essay. “Title of the Essay.” Title of the Book. Ed. Editor’s Name. 

City of Publication: Publisher, Year. Page Numbers of Essay. 

E.G.,
Moo, Douglass. “What Does It Mean Not to Teach or Have Authority Over

Men?” Recovering Biblical Manhood & Womanhood: A Response to 
Evangelical Feminism. Ed. John Piper and Wayne Grudem. Wheaton: 
Crossway, 2006. 179-193. 

An Article in a Scholarly Journal 
Citing an article in a scholarly journal is much like citing an essay or a chapter in a book 
with multiple authors. Begin with the author’s name, cite the title of the article in 
parenthesis, then add the title of the journal in italics. After journal title, add the volume 
number, issue number, year, and the page numbers of the entire article. Note: Some 
journals do not have issue numbers; in these cases, simply omit the issue number. 

FORMULA: 
Author’s Name. “Title of the Article.” Title of the Journal. Volume 

Number.Issue Number (Year): Page Numbers. 
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E.G.,
Chisholm, Robert B., Jr. “Yahweh Versus the Canaanite Gods: Polemic in

Judges and 1 Samuel 1-7.” Bibliotheca Sacra. 164.654 (2007): 165-180. 

Powlison, David. “I Am Making All Things New.” Journal of Biblical 
Counseling. 23.4 (2005): 2-5. 

The Bible 
Although we believe that the Bible was divinely inspired, you do not need to (i.e., you 
should not) cite “God,” “The Holy Spirit,” “Jesus Christ,” or “The Holy Trinity” as the 
author. Instead, omit the author and begin with the title of the translation you are citing. 

FORMULA: 
The Holy Bible: Name of Translation. City of Publication: Publisher, Year. 

E.G.,
The Holy Bible: English Standard Version. Wheaton: Crossway, 2001.

A Book Published in a Second or Subsequent Edition 
For books that are in a second edition or later, simply add the abbreviated edition number 
followed by “ed.” (e.g., “2nd ed.”). If the book is a revised edition, use “Rev. ed.” For an 
abridged addition, use “Abr. ed.” If the abbreviation has a specific name, spell out the 
name of the edition followed by “ed.” 

FORMULA: 
Author’s Name. Title of the Book. Edition Number. City of Publication: 

Publisher, Year. 

E.G.,
Erickson, Millard J. Christian Theology. 2nd ed. Grand Rapids: Baker, 1998.

Piper, John. The Pleasures of God: Meditations on God’s Delight in Being God. 
Rev. ed. Sisters: Multnomah, 2000. 

Pearcy, Nancy. Total Truth: Liberating Christianity from Its Cultural Captivity. 
Study Guide ed. Wheaton: Crossway, 2005. 
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A Book in a Multivolume Work 
If the book you are citing is from a multivolume work, simply add the volume number 
after the abbreviation “Vol.” and place a period after the number. 

FORMULA: 
Author’s Name. Title of the Book. Volume Number. City of Publication: 

Publisher, Year. 

E.G.,
Edwards, Jonathan. The Works of Jonathan Edwards. Vol. 2. Peabody:

Hendrickson, 2005. 

Two or More Books by the Same Author 
If you use more than one book by the same author, list the books next to each other in the 
Works Cited list, arranging the books by the same author alphabetically according to the 
title of the book, the chapter, or the essay—whichever comes first in the citation. 

For the first citation, spell out the author’s name as usual. For each subsequent book by 
that author, insert three dashes instead of the author’s name. The rest of the citation will 
follow the normal guidelines. 

E.G.,
Feinberg, John S. No One Like Him: The Doctrine of God. Wheaton: Crossway,

2001. 

---. The Many Faces of Evil: Theological Systems and the Problems of Evil. Rev. 
ed. Wheaton: Crossway, 2004. 

A Website or an Online Source 
It is often difficult to find reliable information from online sources. In addition to this, 
websites are notoriously difficult to cite. The key is to include as much information as 
possible, though some pertinent information will often be missing. In general, cite the 
author’s name; the title of the article; document, page, or post; the title of the website; the 
date you accessed the information; and the URL. 

FORMULA: 
Author’s Name. “Title of the Document or Page.” The Title of the Website. Date 

You Accessed the Site. <URL>. 
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E.G., 
Vlach, Michael J. “Athanasius.” TheologicalStudies.org. Aug. 20, 2008. 

<http://www.theologicalstudies.citymax.com/articles/article/1536320/171
71.htm>. 

 
“Current Students: News.” EternityBibleCollege.com. Aug. 20, 2008. 

<http://www.eternitybiblecollege.com/current/news.html>. 
 

 

Plagiarism 
In the most basic sense, plagiarism is claiming another person’s words or ideas as your 
own. This is stealing. Due to laziness or desperation, some students will choose to use 
another author’s work as a substitute for their own. This is what comes to most people’s 
minds when they think of plagiarism. Most cases of plagiarism, however, are much more 
“innocent.” Many students will include an author’s words or ideas in their paper and 
forget or neglect to give a sufficient citation. As understandable as this seems, it still 
qualifies as plagiarism. Stealing is stealing. 
 
Good scholarship requires learning and borrowing from outside sources. This is an 
important part of academics. But the difference between diligent scholarship and 
plagiarism often comes down to each student’s diligence in citing the words or ideas that 
he or she is utilizing. Be careful to include all of the necessary citation information—both 
in the body of your paper and on the Works Cited page. For more on plagiarism, see the 
Student Handbook. 
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Appendix 1: Sample Pages 

Sample Title Page 
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Sample Paper with No Title Page 
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Sample Body Page 
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Sample Works Cited Page 
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Appendix 2: Abbreviations for Books of the Bible 

Old Testament Books 
 

Book Abbreviation  Book Abbreviation 
Genesis Gen.  Ecclesiastes Eccl. 
Exodus Ex.  Song of Solomon Song 

Leviticus Lev.  Isaiah Is. 
Numbers Num.  Jeremiah Jer. 

Deuteronomy Deut.  Lamentations Lam. 
Joshua Josh.  Ezekiel Ezek. 
Judges Judg.  Daniel Dan. 

Ruth Ruth  Hosea Hos. 
1 Samuel 1 Sam.  Joel Joel 
2 Samuel 2 Sam.  Amos Amos 

1 Kings 1 Kin.  Obadiah Obad. 
2 Kings 2 Kin.  Jonah Jon. 

1 Chronicles 1 Chr.  Micah Mic. 
2 Chronicles 2 Chr.  Nahum Nah. 

Ezra Ezra  Habakkuk Hab. 
Nehemiah Neh.  Zephaniah Zeph. 

Esther Esth.  Haggai Hag. 
Job Job  Zechariah Zech. 

Psalms Ps.  Malachi Mal. 
Proverbs Prov.    

 
 

New Testament Books 
 

Book Abbreviation  Book Abbreviation 
Matthew Matt.  1 Timothy 1 Tim. 

Mark Mark  2 Timothy 2 Tim. 
Luke Luke  Titus Titus 
John John  Philemon Philem. 
Acts Acts  Hebrews Heb. 

Romans Rom.  James James 
1 Corinthians 1 Cor.  1 Peter 1 Pet. 
2 Corinthians 2 Cor.  2 Peter 2 Pet. 

Galatians Gal.  1 John 1 John 
Ephesians Eph.  2 John 2 John 

Philippians Phil.  3 John 3 John 
Colossians Col.  Jude Jude 

1 Thessalonians 1 Thess.  Revelation Rev. 
2 Thessalonians 2 Thess.    
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Appendix 3: Abbreviations for Common Bible Translations 
 
Abbreviation Bible Translation 

ESV English Standard Version 
NIV New International Version 

TNIV Today’s New International Version 
NASB New American Standard Bible 
NKJV New King James Version 

KJV King James Version 
NET New English Translation 
NLT New Living Translation 
RSV Revised Standard Version 

NRSV New Revised Standard Version 
ASV American Standard Version 
CEV Contemporary English Version 

HCSB Holman Christian Standard Bible 
The Message The Message 

 




