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PERMISSIONS, NOTES, BIBLIOGRAPHIES, AND CITATIONS

In scholarly works, it is important to provide documentation for every direct quotation you use from another author.   
For master’s degrees, the faculty has adopted Kate L. Turabian, A Manual for Writers, 7th Edition, as the primary style guide. Individual professors may provide different guidelines relevant to their discipline. This style sheet is adapted from author’s guidelines of Church Publishing Inc.
Quotations

1. It is the author’s responsibility to verify the accuracy of quotations and cite the sources for the quotations (see also Notes and Bibliography).

2. Three ellipsis (. . .)points should be used to indicate an omission in a quotation. If the omission is preceded by a grammatically complete sentence, a period should precede the ellipsis. There should be one space before, between and after each ellipsis point.
3. A quotation should be run into the text, with quotation marks surrounding it, when it contains fewer than five lines. A quotation of five lines or more should be extracted with space above and below it. The whole block quotation should be indented five spaces from left margin. Initial and closing quotation marks should be omitted in extracts. Quotations within an extract should have double quotation marks. 

4. Quotations should be punctuated as follows:

     .” (period inside quotation marks at the end of a quotation ending a sentence) 

     ,” (comma is always inside quotation marks) 

     ?” (when quotation itself is a question) 

     ”? (when author’s sentence is a question embodying a declarative quotation) 

     ”; (when author’s sentence continues after the quotation and the normal use of a semicolon is required) 

     ”: (when author’s sentence continues after the quotation and the normal use of a colon is required) 

     Again, quoting Turabian, “a final comma or period always precedes a closing quotation mark, whether it is part of the quoted matter or not.” (Note: see pages 306-307 of the 7th ed. For the order of punctuation marks).
5. The initial letter of the quotation may be lower-cased to fits its new context. 
6. Introduce a single-sentence quotation with a comma, longer quotations with a colon, except for those introduced by that.

     Keats wrote that “a thing of beauty is a joy forever.” 

     In Gen 1:3, God said, “‘Let there be light’; and there was light.” 

Notes and Bibliography

1. Footnotes and endnotes follow the same Turabian style. 

2. A bibliography is a list of works to which the author referred while writing the manuscript or that the reader could consult for more information on a particular subject. It should be arranged alphabetically by the authors’ last names.

3. Following is a comparison of styles that should be used for notes and bibliographies:

Bibliography Style:

One author
Patterson, Stephen J. The God of Jesus: The Historical Jesus and the Search for Meaning. Harrisburg: Trinity Press International, 1998.

Two authors

Ludemann, Gerd, and Martina Janssen. Suppressed Prayers: Gnostic Spirituality in Early Christianity Harrisburg: Trinity Press International, 1998.

Three or more authors
Scott, Bernard Brandon, Margaret Dean, Kristen Sparks, and Frances LaZar. Reading New Testament Greek. Peabody, Mass.: Hendrickson, 1993.

Translated volume
Egger, Wilhelm. How to Read the New Testament: An Introduction to Linguistic and Historical-Critical Methodology. Translated by P. Heinegg. Peabody, Mass.: Hendrickson, 1996.

Book—one editor
Zanca, Kenneth J., ed. American Catholics and Slavery, 1789–1866: An Anthology of Primary Documents. Lanham, Md.: University Press of America, 1994.

Book—author and translator/editor

den Heyer, C. J. Jesus and the Doctrine of the Atonement. Translated by John Bowden. Harrisburg: Trinity Press International, 1998.

Book in a series

Gillman, John. Possessions and the Life of Faith: A Reading of Luke-Acts. Zacchaeus Studies: New Testament Series. Collegeville: The Liturgical Press, 1991. 

Journal article 

Nayar, Pramod K. “Marvelous Excesses: English Travel Writing and Indiana, 1680-1727.” Journal 
of British Studies 44. no. 2 (April 2005): 213-38.

Chittister, Joan. “Yesterday’s Dangerous Vision: Christian Feminism in the Catholic Church.”           


Sojourners (July 1987): 18–21.

· For more examples, see Turabian, 16.1, pp. 142-145.
Notes Style:

One author
      1. Stephen J. Patterson, The God of Jesus: The Historical Jesus and the Search for Meaning (Harrisburg: Trinity Press International, 1998), 156.

Two authors

    2. Gerd Ludemann and Martina Janssen, Suppressed Prayers: Gnostic Spirituality in Early Christianity (Harrisburg: Trinity Press International, 1998), 73.

Four or more authors
    3. Bernard Brandon Scott et al., Reading New Testament Greek (Peabody, Mass.: Hendrickson, 1993), 53.

Translated volume
    4. Wilhelm Egger, How to Read the New Testament: An Introduction to Linguistic and Historical-Critical Methodology, trans. P. Heinegg (Peabody, MA: Hendrickson, 1996), 28.

Book—one editor
    5. Kenneth J. Zanca, ed., American Catholics and Slavery, 1789–1866: An Anthology of Primary Documents  (Lanham, Md.: University Press of America, 1994), 47.

Book—author and translator/editor

    6. Yves Bonnefoy, New and Selected Poems, ed. John Naughton and Anthony Rudolph (Chicago: University of Chicago Press, 1995).
Book in a series

     7. Gershon David Hundert, The Jews in a Polish Private Town: The Case of Opatow in the Eighteenth Century, Johns Hopkins Jewish Studies (Baltimore: Johns Hopkins University Press, 1992). 

Journal article 

     1. Pramod K. Nayar, “Marvelous Excesses: English Travel Writing and Indiana, 1680-1727,” Journal 
of British Studies 44. no. 2 (April 2005): 213-38.

     2. Paul Thompson, "Democracy and Popular Power in Beijing," Radical America 22 (September-October 1988): 22.

·  For more examples, see Turabian, 16.1, pp. 142-145.
4. A full reference citation as listed above should be given the first time that a work is cited. After that, a shortened version consisting of the author's last name (include the first name if there are two or more authors with the same last name), a shortened version of the title, and the page numbers should be cited. Use the abbreviation Ibid. (not italicized) when refering to a single work cited in the immediately preceding note (do not use Ibid. if more than one work is cited in the preceding note). 

5. Note numbers in the text should only be placed at the end of a sentence.

Capitalization

The word church 
Capitalize the word “church” only if it is part of a title, as in “The service took place at St. Mark’s Church” or “He is a lifelong member of the Episcopal Church.” Otherwise, it should be lower-cased, as in 

· “She attends church regularly” 

· “the Lutheran churches in the Midwest…”
· “Separation of church and state … ”
Titles in English

For English titles, capitalize the first and last words, all nouns, adjectives, verbs, adverbs, and subordinating conjunctions. Articles (a, an, the), coordinating conjunctions (and, but, or, for, nor), and prepositions are lowercase unless they are the first or last word.

Titles Not in English

Capitalize the first word of the title or subtitle and any words that would be capitalized in a normal sentence (usually only proper nouns). 

Citing Scripture References

Books of the Bible are generally abbreviated (see list below). The name of the book should not be abbreviated when it begins a sentence or when reference is made to an entire book: (Note that the word Bible is capitalized, but the word biblical is not. Note that we are capitalizing the word Scripture).
     Genesis 2 contains the second creation account. 

     Accounts of creation are found in Gen 1–2. 

     For the J account of creation of the woman, see Gen 2:18–25. 

     This is the view found in the sixth chapter of the book of Jeremiah. 

     God told Noah, “Make yourself an ark of cypress wood; make rooms in the ark, and cover it 

      inside and out with pitch” (Gen 6:14). 

Numerals should not appear at the beginning of a sentence:


Wrong:  1 Corinthians 5:6 states…


Correct: First Corinthians 5:6 states…

If the passage is extracted and is a continuation of a sentence, place the citation within parentheses after the last word of the passage, but before the period.

      God then said to Noah: 

Go into your ark, you and all your household, for I have seen that you alone are righteous before me in this generation. Take with you seven pairs of all clean animals, the male and its mate; and a pair of the animals that are not clean, the male and its mate; and seven pairs of the birds of the air also, male and female, to keep their kind alive on the face of all the earth (Gen 7:1–3). 

If you’re dealing with a blocked passage that is separate from the sentence before it, then place the citation within parentheses after the period.


all the earth. (Gen 7:1–3)

For Scripture references, use only Arabic numerals and follow the punctuation and spacing noted below:

1 Cor 2:5 

A colon between chapter and verse with no space before or after the colon 

Eph 2:5, 8, 10 

A comma and space between disconnected verses of the same chapter 

Gen 3:1–4 

An en dash between consecutive verses of the same chapter, no spacing 

Ex 1:6–2:5 

An en dash between consecutive material in different chapters

Is 2:5, 7; 4:8–9  
A semicolon to separate disconnected chapters of the same book 

Rom 8:28–29; Col 4:2    A semicolon to separate references to two or more books of the Bible 

Please refer to the Turabian, 24.6, pp. 340-343 for biblical abbreviations.

Numbers

Spell out all numbers from one through one hundred and all round numbers over one hundred that can be expressed in no more than two words (hyphenated numbers are considered one word). If any numbers, apart from dates, are expressed in figures, however, use figures for all of them. When using numbers in dialogue, spell out all of them.
     Of the forty-eight titles, only three are in foreign languages. 

     The twenty-three hundred entries must be alphabetized. 

     In 1900 there were 109 seminaries, with a total of 4,628 young men enrolled. 

     Of the 178 samples, only 10 were conclusive. 

     “I spent forty-eight dollars,” she said. 

Page (or column) numbers or number in tables or outlines, see pages 329 and 330 in Turabina, 7th ed., or see section on pagination, pages 375-376.  Page 454 in the index in the back of the handbook, under the section on “page numbering and other locating information” should also answer all your page number location questions.
Internet Sources

The Turabian manual does not present a citation guide in one section of the handbook.  Presented here a few page numbers that will lead you to parts of the book that will aid you in correctly citing online sources.


.access dates: 138,177,198


.bibliography style: 198-199


.index of 7th ed. of Turabian, page 450

Another quite valuable resource can be found at the following website:

http://www.h-net.org/~africa/citation.html
This is “A Brief Citation Guide for Internet Sources in History and the Humanities” (version 2.1) by Melvin E. Page for H-Africa Humanities On-Line and is updated frequently.  It is “derived from the essential principles of academic citation in Kate L. Turabian” and is a little easier to follow than searching from random pages.
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