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I. Principles for writing a paper

A. Gather information.
1. Research the topic.
a. Online
1) Use reliable sites.
2) Use search engines such as Google™, Bing, YAHOO!™, etc.
b. Class notes

c. Books

2. Take/record notes (information, quotes, and/or statistics to use in the paper).
a. Index card
b. Computer

c. Notebook paper
B. Review main ideas.
1. Look at the information gathered.
2. Categorize it.
C. Develop a thesis statement.
D. Make an outline.

1. Write ideas down—randomly.

2. Organize information so the paper builds logically.

Guideline to use in building the outline:


How to Grow a Garden (activity):
E. Format.
The following are procedures to follow as you write your paper:
1. Title page—include the following:

a. Full title—in all capitals, one-fourth of the way down the page.

b. Student’s name—one-half of the way down the page.
c. Course name, instructor(s) name(s), Children’s Ministries Institute®, and the date—three-quarters of the way down the page.
2. Margins—should be set to one inch; indent five spaces for new paragraphs.
3. Page numbers (number all except title page)—should be done at the bottom of the page; placement is up to you.
4. Font size—use 11-12 point [Arial (11), Times (12), Calibri (12)].
5. Double spaced text
In Microsoft Word: set spacing at Home tab > Paragraph > Line and Paragraph Spacing (symbol with lines and two arrows—one pointing up and one down) > Choose 2.0.

6. Quotes—double space if under four complete lines.

If over four complete lines, use a block quote—single space, indent one-half inch in block form, and do not use quotation marks.
7. Section headers—include throughout; follow below specifications for each:
a. Bold text.
b. Left or center justify.

c. Double space between section heading and first line or between previous paragraph and new heading unless the new heading is at the bottom of the page and there is not room for any text under the heading. 
8. Grammar
a. Use active voice whenever possible. 
1) Active voice—the subject performs the action.

Example: Amy read the book. (Active voice)
2) Passive voice—the object performs the action.

Example: The book was read by Amy. (Passive voice)
b. Avoid tense shifts.
c. Avoid using first and second person.
d. 
Use solid transitions (links).

1) Use words such as therefore and however to help with this.

2) Keep in mind that ideas should build from the previous idea. 
e. 
Start each paragraph with a strong sentence.

f. Punctuate properly.
1) Commas and semicolons 

2) Colons
3) Periods
4) Capitalization
Note: Make use of www.grammarly.com to do a grammar check on your paper. The basic version is free, but there is a paid version which offers more features. 
9. Documenting material

a. Plagiarism
Definition: “To steal and pass off (the ideas or words of another) as one’s own: to use (another’s production) without crediting the source” (Merriam-Webster Dictionary, 2020).
Synonyms: “appropriation, infringement, piracy, counterfeiting; theft, borrowing, cribbing, passing off” (Dictionary, 2020).
b. Quotes—place quotation marks at the end of the quote, not the end of the sentence, unless the quote is a complete sentence.
1) Direct quotes—information quoted exactly as found in the source.

Example: “The Christian faith is never more than one generation from extinction” (Clark, Brubaker, and Zuck 1986, 13).
2) Indirect quotes—putting what was said into your own words. 
Example: J. Ottis Sayes (1978, 35) believes that any study of Christian Education should begin with Jewish education, especially as found in the Old Testament since Christianity has retained much of the Hebrew heritage.
3) Hebrew/Greek words—see example below. 
Example: The Hebrew word used for teach is “zẩhar” which means “to caution, admonish, shine, teach” (Blue Letter Bible 2015, s.v. “Strong’s H2094–zahar”). 
For help on how to quote/cite foreign words and their translations, see the Children’s Ministries Institute® (CMI®) Citation Guide, p. 17.
Note: Hebrew or Greek words should either be italicized or written as noted above.
4) Scripture—use quotation marks, but rather than in-text citations, in parenthesis include the version name written out the first time only—unless using multiple translations. The information should not be included in the bibliography. 
*Example: “For all have sinned and fall short of the glory of God” (Romans 3:23 New International Version).
For help on how to properly quote from the Bible, see the CMI Citation Guide, p. 8.

10. In-text citations
Steps to follow to insert citations:
a. Microsoft Word 2010 and later—place your cursor where the citation needs to be included. Then go to the “References” tab and click “Insert Citation,” and click “Add New Source.” Choose the “Type of Source”; click on “Show All Bibliography Fields.” Fill in all pertinent information.
b. Once the citation is in the paper, you will need to click on the down arrow in the citation to add the page number.
c. Need more help? Go to: https://www.chicagomanualofstyle.org/tools_citationguide.html. 
11. Bibliography
a. Definition: A list of all the sources used to compile a paper. It is located at the end of the paper.
b. Formatting
1) Left justify the first line of each source; indent all subsequent lines five spaces.
2) List alphabetically by author’s last name or by title if there is no author. 
3) Use single space lines with each source. Double space between sources. 
4) Microsoft Word 2010 and later—place cursor at the last page of the paper. Go to “References” tab, click “Bibliography,” and choose “Bibliography” (not “Works Cited”). This automatically inserts all your referenced material in alphabetical order.

Note: Do this step once the paper is complete. See example at end of notes.
12. Proofread/spell check
II. Types of papers
A. Annotated Bibliography
1. Definition: A list of citations to books, articles, and documents.
2. Purpose: Inform the reader of the relevance, accuracy, and quality of the sources cited.
3. Contents—should include the following:

a. Author’s name (surname, first). Year of publication. Title of Book. City of publication: Publisher.

b. A brief description/summary of the work cited.
c. Comments about the work’s usefulness or quality, usually including attention to one or more of the following features: 

1) The scope or relevance of the work.

2) The intended audience.

3) The author’s credibility or expertise.
d. Comments about any special features of the work, if necessary or relevant (graphs, charts, appendices, etc.).

4. Specifications: Annotations can be written in complete sentences or bullet points and should be between 50-150 words.
B. Observation Paper—include each of the following elements:
1. Introduction—state in general terms what was observed.
2. Body
a. Length should be four to six paragraphs long.
b. Connect behaviors, events, interactions, and/or learning contexts to the developmental and learning principles studied in class or through reading.
c. Be clear about the events/behaviors observed that led to drawing the conclusion about some facet of thinking or mind.
3. Conclusion 

a. Draw principles together.

b. Indicate how the experience influenced your learning or thinking.
4. Title page

Need more help? Go to: https://www.bestcustomwriting.com/blog/how-to-write-an-observation-essay.
C. Biblical Basis of Child Conversion Essay
This is a research-type paper. Drawing from class notes, personal research, and books—the student writes what he believes Scripture teaches about Childhood Conversion. Principles detailed in I. Principles for writing a paper should be followed when writing this paper.
Need more help? Go to: https://grammar.yourdictionary.com/writing/how-to-write-an-essay.html.
D. Book Report/Reflective Essay
In this type of paper, the student writes about subjects/issues brought to light by the author and how it relates personally to his life. The student reflects on principles that may have challenged his thinking, reinforced a certain habit or belief he has, or areas mentioned in which there is a current weakness that can be strengthened in his life. Writing about how the principles gleaned practically relate to life and ministry are essential in this type of paper. First person references should be included in this paper.
Specifications include:
1. A length of two to three pages.
2. Quotes noted with page number(s) in parenthesis.
3. No in-text citations or bibliography.
4. Follow I. Principles for writing a paper.
*Scripture taken from the HOLY BIBLE, NEW INTERNATIONAL VERSION®. NIV®. Copyright © 1973, 1978, 1984 by International Bible Society. Used by permission of Zondervan Publishing House.  All rights reserved.
Bibliography

Blue Letter Bible. 2020. Lexicon. Accessed July 8. https://www.blueletterbible.org/lang/lexicon/lexicon.cfm?strongs=H2094.
Clark, Robert E., Joanne Brubaker, and Roy B. Zuck, eds. 1986. Childhood Education in the Church. rev. ed. Chicago: Moody Press.
Dictionary.com. 2020. “Plagiarism.” Accessed April 17. https://www.thesaurus.com/browse/plagiarism?s=t.
Love to Know. 2020. “How to Write an Essay.” Accessed April 17. https://grammar.yourdictionary.com/writing/how-to-write-an-essay.html.
Merriam-Webster.com. 2020. “Plagiarizing.” Accessed April 17.  
https://www.merriam-webster.com/dictionary/plagiarizing.
Sayes, J. Ottis. 1978. The Biblical Basis for Christian Education in Exploring Christian Education. Edited by A. E. Sanner and A. F. Harper. Kansas City: Beacon Hill Press.

Scribbr.com. 2020. “What is Plagiarism?” Accessed April 17. https://www.scribbr.com/category/plagiarism/.
[image: image1][image: image2]
I. Introduction	


II. Body


Facts/logical conclusion, not opinions


Illustrations/Quotes


Statistics


III. Conclusion









© 2011, 2020 Child Evangelism Fellowship Inc.  •  Children’s Ministries Institute®

© 2011, 2020 Child Evangelism Fellowship Inc.  •  Children’s Ministries Institute®

