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Introduction

This style guide is an adaptation of the Modern Language Association (MLA) 7" Edition
with modifications for Zion Christian University research papers. This guide was compiled to be
a quick formatting reference guide to be used by students for all formal writing assignments.
This short guide book is not a comprehensive list of rules. It is a summarization of form and style
elements considered essential for formal writing assignments. For complete rules and guidelines
students should refer to the MLA 7" Edition Handbook or the Purdue OWL website online.

Academic Integrity

Students are expected to properly acknowledge sources used in all writing assignments.
The word “plagiarism” comes from the Latin, “plagiarius,” which means “kidnapper.” This is the
concept that taking another person’s words or ideas without proper citation is considered
stealing. All text, ideas, or specific information (such as dates, statistics, historical events or
facts, etc.) taken from another source must be properly cited.
Failure to properly cite other sources may result in a failing grade for that writing
assignment, academic probation, or academic dismissal. Please refer to the Student Catalog for

further information on academic integrity.
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General Formatting
Typeface

e All formal writing assignments are to be word processed with a Times New Roman 12

point font.

e For emphasis within the text, use italics sparingly, rather than CAPS, underlining, bold,
colored text, highlighting, or other special fonts or styles of type.
Margins
e Page dimensions are required to be 8.5 x 11 inches.
e Use 1inch (2.54 cm) margins all around (top, bottom, right, and left) on every page.
e The body of the paper should be left justified only.
Line Spacing

e All papers are to be double spaced throughout.

e There should be no additional spacing before or after paragraphs. (Check for auto
formatting under your word-processor’s “paragraph” function.)

Heading

e The header of each page should contain the student’s last name and page number on the
right side.

e The course information on the first page of the essay should contain the student’s first
and last name, instructor’s name, course number and name, and date submitted (day
month year), each on separate lines. For example:

John Doe
Rev. David Wallis
MIN502: Christian Leadership

16 April 2015
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Title

Titles must be centered.

Avoid using all caps, italics, bold, or underline in titles.

Do not use a period after any title or heading.

While subtitles are allowed, they must be used sparingly, and should not take the place of

transitions in writing.

Paragraphs and Indentations

First line of each paragraph should be indented one-half inch (1.27 cm).
Paragraphs should be at least two sentences in length, and fully develop one idea.

Citing Sources

Quotations

Quotation — the use of someone else’s exact words. This is always enclosed in double
quotation marks.

o “...the Heavenly Father made it clear to me that He was essentially a Father, and
that therefore, all that we understand of fatherhood originates with Him” (Bailey,
“Heavenly Father” §).

Paraphrase — restating someone else’s ideas in one’s own words. This does not mean
simply changing one or two words in the sentence.

o The Heavenly Father revealed to Pastor Bailey that He is the Father, and thus the
source or archetype of fatherhood, and all that it entails (Our Beloved Heavenly
Father 8).

Block Quotation - a quotation of more than four complete lines of text must be formatted

as a block quote.
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o Obviously, the main question in eternity is, “Will God the Father be satisfied with
us?”... What kind of person are we? This can be answered by determining the
growth and maturity of the fruit of the Spirit in our hearts. Do the plants of love,
joy, peace, longsuffering, gentleness, goodness, faith (steadfastness), meekness,
and temperance abound in our lives? Do we have the love of righteousness and
hatred of wickedness? (Bailey, “Heavenly Father” 46-47)

o Block quotations should be indented one inch from the left margin. There should
be no indentations on right margin.

o For block quotes, the ending punctuation comes before the parenthetical citation
(see in-text citations).

o Block quotations should be used sparingly, with no more than one block quotation
in a single writing assignment. Any block quotation should contribute
substantially to developing the main point of the assignment.

Use of Quotations

e Use specific information from another source:
o While Israel was recognized by the United Nations as a sovereign nation on 14
May 1948, the Arab world refused to admit any such possibility, declaring war on
the fledgling state on 15 May 1948, and capturing the Jewish quarter of
Jerusalem’s Old City just two weeks later (Bailey, “History of Israel” 183).
e Use a quotation from the Bible. Quotations from Scripture are essential to establishing
the biblical basis of the argument or point being presented. If referencing a biblical story
or account, it is unnecessary and (if a long account) inadvisable to quote the entire

passage. Rather, introduce the story with the Scripture reference for the entire account,
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especially if spanning a chapter or more. Then, quote specific Scriptures, as necessary, to
give weight to explanation and examples:

o The life of Hezekiah is a study in the life of a righteous king who allowed
arrogance to creep in after significant meetings with the Lord, which resulted in a
poor end, sowing seeds of rebellion in his son and grandson (2Chr. 29-32; 2Ki.
18-20; Isa. 36-39). The crux of the matter can be found in this: “But Hezekiah
rendered not again according to the benefit done unto him; for his heart was lifted
up: therefore there was wrath upon him, and upon Judah and Jerusalem. ...[s0]
God left him, to try him, that he might know all that was in his heart” (2Chr.
32:31b,25).

e Introduce Quotations. Quotations must be introduced to demonstrate or explain that the
source, and specific information, gives validity and weight to the main point being
developed. Quotations cannot simply be left to stand on their own. They must be, first,
introduced by some of the student's own words, and, second, integrated smoothly into the
paragraph, showing how that quotation gives authoritative weight, clarity, or depth to the
point being discussed. A quotation which is either not introduced or not integrated may
be referred to as a "floating quotation”, a "stand alone quotation”, or a "dropped
quotation™.

o Who will bring satisfaction and joy to the Lord? Pastor Bailey establishes,
through a vision received from the Lord, that only those who have yielded their
lives to Him will bring full satisfaction to the Father: “...1 saw a large company of

saints who looked just like the Lord, having passed through the processes of life
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and who were transformed by His glory. ... With them, the Heavenly Father was
well satisfied.” (Our Beloved Heavenly Father 43)

o Contrary to popular teaching, the Apostle Peter, a man familiar with trials and
suffering, declares that suffering is an opportunity for growth, maturity, and
intimacy with Christ: “Beloved, think it not strange concerning the fiery trial
which is to try you, as though some strange thing happened unto you: But rejoice,
inasmuch as ye are partakers of Christ's sufferings; that, when his glory shall be
revealed, ye may be glad also with exceeding joy” (1Pet. 4:12-13).

e When using a quotation, the speaker should be clear, and the sentence should sound
natural and smooth. The three main methods for introducing quotations are shown as
examples below.

o Use an introductory phrase and comma, such as:

= Example: Dr. Bailey explains, “There are many characteristics of a father
that quite naturally come from the Heavenly Father, as the nature of
fatherhood is birthed by Him in those who become fathers” (15).

= This method is used, most often, when the quotation is a complete
sentence. Thus, the capitalized first letter of the quotation is kept.

o Use a complete sentence with a colon:

=  Example: It may seem that we know the least about the first member of
the Godhead, our Heavenly Father, since prophecy in the Old Testament
and the gospels in the New Testament speak so full of Christ; however, the
nature of our Father can easily be seen in the best examples of earthly

fatherhood: “An earthly father’s joy over the little one who has just been
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born is but a reflection of our Heavenly Father’s joy over each of His
children” (Bailey 15).

= As with the first, this method usually quotes a complete sentence, keeping
the capitalization of the first letter.

o Use a short quotation to complete your own sentence:

= Example: No external force, no difficulty or distress, trial or tribulation
can bar us from God’s love and ever-present help, for His grace is more
than sufficient to make us “more than conquerors through Him that loved
us” (Rom. 8:37).

= When using a short quotation to complete your sentence, the sentence is
punctuated as normal, apart from the quotation marks, which show that the
words are not your own.

e However, introducing a quotation is not sufficient; it must be fully integrated into your
paragraph, showing its importance in proving or supporting your explanation of the point
under discussion. This means that the quotation cannot stand alone as your explanation,
since the purpose of the essay is to demonstrate your own understanding and ability to
explain the topic in your own words. Thus, a quotation should never be the opening
sentence of a paragraph, but should always be preceded by your own statement which the
quotation simply supports.

e Also, a quotation should never be the closing sentence of your paragraph, unless
immediately preceded by sufficient explanation and integration of the quotation, itself. If

a quotation is used to close a paragraph, the transition sentence beginning the next
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paragraph must be particularly strong, showing both the link between paragraphs, as well
as developing the main idea of the paragraph it introduces.

In-text Citations

e Cite the abbreviated version of the Bible the first time a Scripture passage is quoted in the
text. Do not cite the version in subsequent citations if the same version is used throughout
the paper.

o (1Pet. 4:12-13, KJV)

o (1Pet. 4:12-13, ESV)

o If using multiple Bible versions in one paper, the abbreviated version of the Bible
needs to be cited for each quotation.

e If citing only one work by an author, and not referencing the author name in the text of
the sentence, the author’s last name and the page number must be placed in parentheses at
the end of the sentence, before the closing punctuation. If the author’s name is
mentioned, only the page number needs to be in parentheses.

o Not only character, but the use made of God-given abilities determines a
believer’s eternal inheritance (Bailey 48).

o As Pastor Bailey relates, “Another aspect of our eternal report card is our abilities,
namely what we are capable of doing and the talents we have received from the
Lord” (48).

o Pastor Bailey explains that what we do with the abilities and talents God has
given us, both spiritual and secular, significantly impact our eternal inheritance
(48).

e If citing from an e-book without fixed page numbers, include the chapter number or

paragraph number only if the chapter or paragraph numbers are explicitly included in the
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original text or table of contents. If there are no page, chapter, paragraph, or section
numbers in the original text, then no numbers should be included in the citation. Never
count pages or paragraphs yourself or invent your own numbers.

o The following explanation is taken from the MLA Handbook, Eighth Edition
(2016):

An e-book (a work formatted for reading on an electronic device) may include a
numbering system that tells users their location in the work. Because such
numbering may vary from one device to another, do not cite it unless you know
that it appears consistently to other users. If the work is divided into stable
numbered sections like chapters, the numbers of those sections may be cited, with
a label identifying the type of part that is numbered (MLA Handbook 123).
= Example 1: According to Hazel Rowley, Franklin and Eleanor Roosevelt
began their honeymoon with a week's stay at Hyde Park (ch. 2).
= Example 2: Austen begins the final chapter of Mansfield Park with a
dismissing "Let other pens dwell," thereby announcing her decision to
avoid dwelling on the professions of love made by Fanny and Edmund
(vol. 3, ch. 17).

o "If your source uses explicit paragraph numbers rather than page numbers...give
the relevant number or numbers, preceded by the label par. or pars" (MLA
Handbook 56).

= Example: There is little evidence for the claim that "Eagleton has belittled

the gains of postmodernism™ (Chan, par. 41).
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o "When a source has no page numbers or any other kind of part number, no
number should be given in a parenthetical citation. Do not count unnumbered
paragraphs or other parts” (MLA Handbook 56).

= Example: "As we read we...construct the terrain of a book™ (Hollmichel).

Information taken from http://purchase.libanswers.com/faq/36720

e |f citing resources by two or more authors with the same last name, add the first initial
before the last name.

o The Book of Acts recounts the divine transition between the Old Covenant and
the New Covenant, which required a choice of whether to accept and flow in the
new move of God, or to reject the new message (P. Caram 1).

o Through studying the father of faith, Abraham, we understand that “faith is the
medium through which the promises of God are claimed” (D. Caram 7).

e If citing multiple resources by the same author in a paper, the parenthetical citation
should include the author’s last name followed by a comma, a shortened book title in
quotation marks, and the page number.

o (Bailey, “Heavenly Father” 48).

o (Bailey, “Journey” 143).

e Forindirect quotes, or a source cited in another source, use “qtd. in” to show the source
you actually consulted.

o George Ritchie recounts seeing the spirits of dead men in bars, desperate for the
alcohol that had consumed them in life: “A number of the men standing at the bar
seemed unable to lift their drinks to their lips. Over and over | watched them

clutch at their shot glasses, hands passing through the solid tumblers, through the
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heavy wooden counter top, through the very arms and bodies of the [live] drinkers
around them” (qtd. in Bailey, “Heaven and Hell” 150-151).

e If referring to the recorded audio, or live lecture, this must also be cited:

o Pastor Wallis spoke in the lecture of the qualities of Abraham Lincoln as a leader
who was willing to be longsuffering with his cabinet members’ flaws, because
Lincoln understood that he needed them.

o The description or title of Christ as “who was, is, and is to come,” contrasted with
that of the Antichrist as “who was, is not, and shall ascend” definitively
demonstrates that Satan will seek to imitate every aspect of Christ and the Trinity
through “his favorite son” (Bailey MP3).

e All online references must also be cited. Include in the text only the first item that
corresponds to the citation (author name, article name, website name, etc.). There is no
need to list page or paragraph numbers based on your web browser’s print view. If you
have to list the website name in the text to show the correct corresponding item on the
works cited page, use the domain name such as CNN.com or Forbes.com, not the entire
URL (taken from Purdue OWL).

o Churchill, a brilliant leader, is credited with uniting the government and
successfully bringing Great Britain through World War II by forming a “coalition
cabinet of leaders from the Labor, Liberal, and Conservative parties. He placed
intelligent and talented men in key positions” (“Winston Churchill”).

o Revelation 7:14 speaks of the saints who are purified through tribulation;
however, “tribulation” is translated from the Greek word, “thlipsis,” which means

“a pressing, pressing together, pressure” (G2347).

© 2019 Zion Christian University 14 MLA Style Guide (2.0)



e When citing multiple sources in a single parenthetical citation, separate the sources with a

semicolon (;):
o (Bailey 15; Luk. 15:7).

e Everything cited in the text of the paper must clearly refer to resources listed on the
works cited page.

e Abbreviate books of the Bible in parenthetical citations. Please note, books of the Bible
should only be abbreviated in parenthetical citations. Spell out the entire book when using
in the text of a sentence.

Works Cited
e Works Cited Page Format

o Begin the list on a new page.

o Center the title, Works Cited, in the page.

o Double space the entire list.

o Indent all additional lines of a single entry (source) one-half inch. This is called a
hanging indent.

o Sources should be organized in alphabetical order by author’s last name, or by the
first item listed (article, website, etc.).

e Basic Works Cited Formats

o A works cited source has three main divisions: author, title, and publication
information. Begin each entry with the author, or prime contributor. Note that for
multiple works by the same author, the author’s name is listed only on the first
source. All subsequent sources begin with three dashes (---). For example:

= Last name, First name. Title. City: Publisher, Year. Media type. (Note: for

websites, URLS are required in the citation).
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o For a more comprehensive reference list with examples of citations (in-text and
works cited) for electronic sources, see Valencia College Library:
http://valenciacollege.edu/library/mla-apa-chicago-guides/mla-documentation-
electronic.cfm

Works Cited Examples

e Print Format Examples:
Bailey, Brian J. A History of Israel: Past, Present, & Future. 2" ed. Waverly: Zion
Christian Publishers, 2011. Print.
---. The Pastor. 2" ed. Waverly: Zion Christian Publishers, 2011. Print.
e Electronic Book Example:
Bailey, Brian J. Heaven'’s Glories and the Untold Terrors of Hell. 2007. Waverly: Zion
Christian Publishers, 2010. PDF file.
---. The Journey of Israel. 3 ed. Waverly: Zion Christian Publishers, 2010. PDF file.
---. The Holy Spirit: the Comforter. 2" ed. Waverly: Zion Christian Publishers, 2013. E-
book.
Caram, Daniel J. G.P.S. (God’s Perfect System) for Christian Young People. Waverly:
Zion Christian Publishers, 2012. E-book.
e Bible Citation Examples:
The English Standard Version Bible. New York: Oxford University Press, 2009. Print.
The New Oxford Annotated Bible. Ed. Michael D. Coogan. New York: Oxford University
Press, 2007. Print.
Peterson, Eugene H. The Message: The Bible in Contemporary Language. Colorado
Springs: NavPress, 2002. Print.

The Holy Bible, King James Version. Cambridge Edition: 1769. Print.

© 2019 Zion Christian University 16 MLA Style Guide (2.0)


http://valenciacollege.edu/library/mla-apa-chicago-guides/mla-documentation-electronic.cfm
http://valenciacollege.edu/library/mla-apa-chicago-guides/mla-documentation-electronic.cfm

The Holy Bible, King James Version. BibleGateway. Web. 25 Oct. 2012.
<www.biblegateway.com>.
Peterson, Eugene H. The Message. BibleGateway. Web. 25 Oct. 2012,
<www.biblegateway.com>.
e Live Audio Example:
Wallis, David. “Second Coming.” Zion Ministerial Institute, Waverly, NY. 2 April 2015.
Lecture.
e Recorded Audio Example (Spoken Word):
Bailey, Brian J. Revelation. Zion Christian University, 2010. MP3.
e Website Example:
"Winston Churchill." Bio. A&E Television Networks, 2015. Web. 17 Apr. 2015.

<http://www.biography.com/people/winston-churchill-9248164#later-years-and-

death>.
“Carmichael, Amy Beatrice (1867-1951): Founder of the Dohnavur Fellowship.” History
of Missiology. Boston University School of Theology, n.d. Web. 17 April 2015.

<http://www.bu.edu/missiology/missionary-biography/c-d/carmichael-amy-

beatrice-1867-1951/>.

G2347 - thlipsis - Strong's Greek Lexicon (KJV)." Blue Letter Bible. Web. 9 Nov, 2016.
<https://www.blueletterbible.org//lang/lexicon/lexicon.cfm?Strongs=G2347&t=K
JV>,

"sanguine.” Merriam-Webster.com. Merriam-Webster, 2018. Web. 21 September 2018.

<https://www.merriam-webster.com/dictionary/sanguine>.
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Reference Materials

For writing assignments, the primary reference materials used should be the Bible,
required and recommended textbooks, and class lecture. However, when assignments require
outside sources, each source consulted and cited should be carefully evaluated to determine
whether it is reliable and authoritative.

Purdue OWL offers the following guidelines for evaluating sources for use in writing:
e Print Sources

o Print sources clearly indicate who the author is, what organization(s) he or she is
affiliated with, and when his or her work was published.

o In most traditional publications, external sources of information and direct
quotations are clearly marked and identified.

o Publication information such as date of publication, publisher, author, and editor
are always clearly listed in print publications.

e Internet Sources:

o ldentify and investigate the author for educational credits, credentials, and other
publications (preferably through scholarly journals or a university press, or
reputable publisher)

o ldentify the audience the website is targeting, such as college level, technical
experts, or elementary students.

o Examine the URL to see if the site is connected to an organization (.org - verify
the organization is credible), educational institution (.edu — evaluate for bias), or
government source (.gov — usually reliable for statistics and unbiased reporting), a

reputable journal or magazine (should list bibliography for each article, including
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non-internet sources), or news sources (should be fairly reliable if well-respected,
but use only as a first step, making sure you verify information).
o Some more reliable sources to use would be Google scholar, library references,
academic database, etc.
e Sources to avoid
o Blogs
o Personal Web Pages
o Wiki Sites (including Wikipedia)
o Movies
o Historical Novels
o Sources based on or presenting opinion rather than well-supported facts
e Online Reference Materials
o See Purdue OWL for dictionaries, style manuals, grammar handbooks, and

editing resources: https://owl.english.purdue.edu/owl/resource/738/2/

e How to Search the Internet and Invisible Web
o See Purdue OWL resources on search strategies, and the use of search engines,
directories, and meta-search engines:

https://owl.english.purdue.edu/owl/resource/558/1/
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Additional Elements of Style

Abbreviations

If a term can be abbreviated, it must be spelled out the first time used, followed by the

abbreviation or acronym in parentheses. Use only the abbreviation in subsequent uses of

the term:

o

o

Overseas Missionary Fellowship (OFM)

China Inland Mission (CIM)

Drug Abuse Resistance Education (DARE)
Abbreviate forms of address: Mr., Mrs., Dr., Rev.

Spell out books of the Bible

Capitalization

Capitalize the name of deities: God, Jesus, Jehovah

Capitalize alternative or descriptive name for God: Almighty, Holy Spirit, Son of God

Capitalize personal pronouns referring to God: He, His, Him (Ex: God sent His own Son

into the world).

Capitalize names and versions of the Bible, as well as works of other religions (Ex:

Torah, Koran, King James Version).

Use lower case for adjective form: Bible vs. biblical, Scripture vs. scriptural

Capitalize, but do not italicize, the names of books of the Bible. The words “Gospel” and

“Epistle” are generally capitalized. Do not capitalize the word “gospel” when it is used

simply to mean the “good news”

Capitalize the names of religions and denominations, Buddhism, Hinduism, Christianity,

Christian, Assembly of God, Baptist, etc.
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Capitalize the noun forms of Pentecostal and Charismatic. The adjective forms do not
need to be capitalized. (Ex: “he is a Pentecostal” vs. “pentacostal experience”; “worship
style of a Charismatic” vs. “charismatic prayer group”)

Capitalize the word “Church” when it is part of a name, denomination, or specific church,
or when referring to the corporate Church as the Body of Christ. (Ex: First Baptist

Church, Early Church)

Do not capitalize “church” if it is not referring to a specific church

Numbers

Spell out whole numbers from one through one hundred, round numbers (hundreds,
thousands, hundred thousands, and millions), and any number beginning a sentence.

Use numerals for other numbers (Ex: 212 students)

At the beginning of a sentence, spell out the number of the book of the Bible (Ex: Second
Thessalonians addresses the question of the Antichrist.)

Use the era designations BC (Before Christ) and AD (anno Domini, in the year of our
Lord). Note, BC follows the year and AD precedes the year (Ex: 1500 BC; AD 2000)
Spell out centuries in lower case (ex: ninth century, first century, twentieth century)

Be consistent with writing dates (Ex: month day, year; day month year).

Consistency

The style for writing assignments should be well organized, structured, concise, and
direct. Narrative writing — writing as if telling a story — is not appropriate for college

level essays.
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Abbreviations of Books of the Bible
The following list of abbreviations should be used when citing a book of the Bible in a writing

assignment. Abbreviations should only be used when citing a reference in parentheses.

Old Testament Old Testament (cont) New Testament
o Gen. e Ecc. e Matt.
e Exo. e Song e Mar.
o Lev. e lsa. e Luk.
e Num. o Jer. e Joh.
e Deu. o Lam. e Acts
o Jos. o Ezek. e Rom.
e Jud. e Dan. e 1Cor.
e Ruth e Hos. e 2Cor.
e 1Sam. o Joel o Gal.
e 2Sam. e Amos e Eph.
o 1Ki e Oba. e Php.
o 2Ki e Jonah e Col.
e 1Chr. e Mic. e 1Thess.
e 2Chr. e Nah. e 2Thess.
e Ezra e Hab. e 1Tim.
e Neh. e Zeph. o 2Tim.
e Est. e Hag. e Titus
e Job e Zech. e Phi.
e Psa. e Mal. e Heb.
e Pro. e Jam.
o 1Pet.
o 2Pet.
e 1-3Joh.
e Jud.
e Rev.
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