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TITLE ALL CAPS

 All papers should use Times New Roman 12 point font.  The title page is not numbered.  The first page of the text of the paper, the first page of the reference list, and the first page of appendices etc. are numbered at the bottom center of the page, with other pages of the text numbered at the top center—all one inch from the edge of the page.
Left margin is 1.25”, right and bottom margins are 1”, top margins are 1”, except title page and first page of text, first page of appendices  and references which are 2”.  Paragraph indents should be one inch.
 

Since there are multiple changes of top margin size and corresponding changes of page number location, it is most helpful to consult the on-line tutorial: http://trinity.hosted.panopto.com/Panopto/Pages/Viewer/Default.aspx?id=1399a80b-03f0-45f7-9d39-1f0299662cb2
  
First Level Subheading

Subheadings vary in format, depending on the level. First level are centered and italicized.  Key format requirements for subheadings include:
Two single spaced blank lines precede a subheading, and one single spaced blank line follows. A centered subheading longer than 48 characters must be divided into two or more lines in inverted pyramid form; a side subheading longer than half a line must be divided into two or more lines of equal length. See the sample subheadings on the next page.

Citations

Citations for DMin papers should be in-text and in parentheses, i.e. (Scharf 2013, 111).  There is no comma between name and year, and no p. or pp. before page number(s).  Footnotes are not used for citations, but primarily for content notes and are to appear on the same page where noted by numeral.  Either 12 or 10 point size is acceptable, and to manage footnote size the following on-line tutorial is helpful: http://trinity.hosted.panopto.com/Panopto/Pages/Viewer/Default.aspx?id=357c3f2f-bf8a-4b7d-9aa5-4b636b926173
Second Level Subheading, Centered and

Capitalized Headline Style But

Not Italicized

A second level subheading is centered but not italicized. If the subheading is longer than forty-eight characters, it is divided into two or more single spaced lines in inverted pyramid form.
Third Level Subheading Flush Left,
Italicized, and Headline Style

A third level subheading is set flush with the left margin and is italicized.  If the subheading is longer than half a line, it is divided into two or more equal lines and single spaced.

Indentation

Paragraphs are indented 1 inch. The guidelines for indenting block quotations are as follows: 
Quotations which run to five or more lines of text are block indented.  Block quotations are single spaced and indented one inch. One blank line precedes a block quotation and one blank line follows it. No quotation marks are used.  Ellipses at the beginning or end of a block quotation are to be avoided.

If a block quotation includes the beginning of a paragraph, that paragraph is indented an additional ½ inch.
Italicized Words in Quotations


When italicized words occur within a quotation, they may be so noted in the citation, i.e. (Scharf 2013, 111, italics his).  In the event you add italics to words in a quotation, they should be so noted in the citation, i.e. (Scharf 2013, 111, italics mine).

Biblical References



Books of the Bible longer than four or five characters are abbreviated in citations according to the TIU list (p. 15 in the Style and Format Guide), followed by the chapter and verse, and version, i.e.: (Gen 1:1, KJV).  If one version of the Bible is used predominantly, rather than identify it in every citation, you may make the following note in the first citation:  (Gen 1:1, unless otherwise noted, all Scripture references are to the KJV).  In subsequent quotations, only versions other than the King James would need to be identified.
Internet Citations and References



The citation for a web site is similar to other sources, with author’s last name, year, and including month and year of access in place of page number, i.e. (Scharf 2013, accessed June 2013).  The reference for a web site includes author (or title of web page), complete URL with hyperlink deactivated and complete date of access, i.e.:

Scharf, Greg R. 2013. http://completeURL (accessed June 27, 2013).
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