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New Alliance Theological Seminary 
New Alliance University of Haiti 

NOTES FOR WRITING A THESIS OR DISSERTATION  

YOUR PAPER SHOULD BE TYPED (DOUBLE-SPACED) ON ONE SIDE ONLY 

Note: All topics for Thesis or Dissertations must be approved by the Academic Dean. 

The writing style used by UINA /NATS is that which is recommended by the Modern Language 
Association in its MLA Handbook for Writers of Research Papers (5th edition, New York: MLA 
1999) 

Guidelines for Restricting a Topic: 

1. Become knowledgeable about your unrestricted topic by doing preliminary research.  

You might read encyclopedia articles or other reference books and consult 

representative sources from your working bibliography.  Always avoid restricting 

when you have too little information. 

2. As you gather background information about your topic, try to identify a problem or 

controversial issue about which experts or special-interest groups disagree.  When 

you find controversy, you can be sure you are on a topic worth pursuing.  When there 

is controversy, there is a problem to solve and an opportunity to interpret—for you 

to make your own sense of an issue, to explain or find a solution. 

3. Limit the scope of your investigation.  For example, you might focus on only one area 

of a particular subject. 

4. Be sure that your research can provide sufficient sources on the topic and that all the 

material, that you need, will be accessible.  Also consider whether you will have 

adequate time to work with the materials and complete the assignment.  Be sure, too, 
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that your evidence is sufficient for you to develop a reasonable and objective thesis 

for your paper. 

Guidelines for Paraphrasing 

1. Read the source, looking for the writer’s main idea. 

2. Write down, in your own words and using your own sentence structure, what you 

think the main idea is.  Order your paraphrase just as the original source is ordered; 

include appropriate details. 

3. Check your paraphrase against the source.  Make sure that you have captured the 

essence of the source and that your wording differs significantly from the wording in 

the original source. 

4. Avoid plagiarism by giving credit to the author of the paraphrased materials. 

Guidelines for Quoting:  You Should Quote: 

1. When the writer’s words are so cogent and memorable that summarizing or 

paraphrasing would undercut their effectiveness or alter their meaning. 

2. When you believe the writer’s words will lend authority to what you have to say and 

will be more persuasive than your summary or paraphrase of those words. 

3. When you want to take exception to what a writer has said. 

4. When you want to comment on a writer’s words as a way of expressing your own 

position or idea. 
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5. When you want to let a speaker’s, own words expose the weakness of his or her 

argument. 

6. When you want to cite statistical information from the source. 

Guidelines for Gauging the Reasonableness of Your Thesis or Dissertation. 

1. Is my thesis or dissertation based on the investigative work I have done? 

2. Is my thesis or dissertation focused? 

3. Is my thesis or dissertation objective, fair, and deliberate, taking into consideration all 

sides of the issue? 

4. Have I avoided a heated, two-sided debate or a simple declaration that invites 

resistance? 

5. Have I let my readers know that I have considered and anticipated the responses of 

those who might disagree with me? 

6. Have I been thorough in my research, or do I need to do more research on my topic 

to get a fuller picture of other points of view? 

Guidelines for Incorporating Evidence 

1. Clearly introduce and conclude each summary, paraphrase, or quotation in such a way 

that readers know where it begins and ends. 

2. Ensure that the incorporated material blends smoothly into your sentences and 

paragraphs.  Avoid shifts in verb tense or awkward phrasing that would contrast 
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sharply with the incorporated evidence, making your sentences difficult to read and 

understand. 

3. Provide a parenthetical citation within the thesis or dissertation to document the 

source of your evidence and avoid plagiarism. 

4. Be sure that you have adequate parenthetical citations and that each citation 

corresponds to the list of sources at the end of the thesis or dissertation (Works Cited 

Page.) 

Guidelines to Works Cited Page-- MLA style uses two methods for citing borrowed 
material within the text. 

1. The author and page number of the source are identified immediately following the 

borrowed material. 

2. The author is identified in the text and the page reference is given immediately 

following the borrowed material. 

Use the following guidelines when writing with parenthetical citations. 

1. Keep the citations concise but provide all necessary information. 

2. Use an author’s last name in the first and subsequent in-text citations.  Use an author’s 

first initial and last name if two authors in the Works Cited list share the same last 

name. 

3. Place any punctuation marks in the text immediately following the closing parenthesis 

of the citation. 

4. Include a page reference for the borrowed material. 
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Avoid Right-Side Justification.  If you use a word processor to prepare your Works Cited list, turn 

off the right-side justification to avoid disrupting your spacing and your placement of punctuation 

marks. 

Keep the following guidelines in mind when preparing book entries for the Works Cited list. 

1. Author:  An author’s name (exactly as it appears on the title page) should appear as: 

Last name first, followed by a comma, then by the First and Middle names or initials.  

Put a period after the author’s name. 

2. Title:  Copy the title and subtitle (if any) from the title page, not from the cover or 

spine of the book.  Underline the title and capitalize all major words.  Separate the 

main title from the subtitle with a colon.  Put a period after the title and subtitle. 

3. Publication Information:  Copy the publication information (the city of publication, 

the publisher, and the year of publication) from the title and copyright pages.  If more 

than one city is listed on the title page, cite the first one only.  Put a colon and one 

space after the city of publication before the publisher’s name. 

CHECKLIST OF THE FOUR BASES IN EFFECTIVE WRITING 

Base 1:  Unity 

1. Clear opening Thesis statement of the point of your paper?  

2.  All material on target in support of opening point? 

Base 2:  Support 

1. Specific evidence? 
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2. Plenty of evidence? 

Base 3: Coherence 

1. Clear method of organization? 

2. Transitions and other connective devices? 

Base 4: Sentence Skills 

1. Fragments eliminated? 

2. Run-ons eliminated? 

3. Correct verb form? 

4. Subject and verb agreement. 

5. Faulty modifiers eliminated? 

6. Faulty parallelism eliminated? 

7. Pronouns agree in number. 

8. No use of second person pronouns” (you, your, yours, yourself) 

9. No contractions used. 

10. Capital letters used correctly. 

11. Punctuation marks used where needed? 

12. Correct paper format? 

13. Needless words eliminated? 

14. Correct word choices? 

15. Possible spelling errors checked? 

16. Careless errors removed through editing and proof-reading 
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(SAMPLE THESIS OR DISSERTATION COVER SHEET) 

(COVER SHEET) 

(Title of your Paper—in italics) 

 

 

By 

(Your Name) 

 

 

 

Submitted in partial fulfillment of the Requirements for the 

(Type of Degree) 

To New Alliance Theological Seminary 

 

(Date) 

(SAMPLE WORKS CITED PAGE—List in alphabetical order.) 



NAIU – NEW ALLIANCE INTERNATIONAL UNIVERSITY DR. DIEUGRAND JACQUES 

 

Works Cited 

Bader, Harry R. “Wolf Conservation: The Importance of Following Endangered Species 

 Recovery Plans. ” Harvard Environmental Law Review 13 (1989): 517-533 

Cauble, Christopher.  “Return of the Native.” National Parks July/Aug. 1986: 24-29. 

Edwards, Diane. “Recall of the Wild Wolf.”  Science News 13 June 1987: 378-379 

Gallagher, Winifred.  “Return of the Wild.” Mother Earth Sept/Oct. 1930: 34+. 

Hager, Christine A.  “Why We Need Wolves in Yellowstone.”  Inter-disciplinary Minor in Global 

Sustainability Senior Seminar University of California, Irvine, June 1997. 10 Oct. 1997 

 <http:ll Darwin.bio.uci.edu/-sustain/global/sensem/hager297.html> 

Lopez, Barry.  Of Wolves and Men. New York: Scribner’s 1978. 

McIntyre, Rick. A Society of Wolves: National Parks and the Battle over the Wolf.  Stillwater: 

Voyageur, 1933. 
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FORMAT FOR PREPARING AN ESSAY 
 

YOUR PAPER SHOULD BE TYPED (DOUBLE-SPACED) ON ONE SIDE ONLY. 
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THE FIRST PARAGRAPH OF THE ESSAY SHOULD BEGIN WITH AN OPENING STATEMENT OF INTEREST.  IT 
SHOULD CONTAIN ALL OF THE POINTS THAT ARE TO BE DEALT WITH THROUGHOUT THE ESSAY (THREE 
POINTS FOR STUDENTS IN THE ASSOCIATE AND BACHELOR PROGRAMS, FIVE POINTS FOR STUDENTS IN 
THE MASTER’S PROGRAM, AND SEVEN POINTS FOR STUDENTS IN THE DOCTORATE PROGRAM).   

 

THE FOLLOWING IS AN EXAMPLE OF A FIRST PARAGRAPH: 

 

 It seems that preparing to be a teacher is more than just knowing the material to be 
taught.  This course has taught me that I need to be able to deal with each student in a different 
manner, that patience is a vital necessity, that I can learn from students as well as impart 
information to them, that teaching the lesson is only a small part of the work that teachers have 
to do, and that I have to earn the respect of students not demand it from them. (NOTE THAT 
EACH POINT BEGINS WITH THE WORD “THAT”.) 

 

THE NEXT PARAGRAPHS (DEPENDING UPON THE NUMBER REQUIRED AS IN OUR EXAMPLE, FIVE POINTS) 
SHOULD DEAL WITH EACH INDIVIDUAL POINT.  YOU NEED TO USE A DIFFERENT PARAGRAPH FOR EACH 
POINT.  YOU SHOULD USE TRANSITIONAL WORDS TO INTRODUCE EACH PARAGRAPH. (Master level 
should have a total of seven (7) paragraphs and the Doctorate level should have a total of nine (9) 
paragraphs.) 

 

EXAMPLE OF THE SECOND PARAGRAPH IN OUR EXAMPLE ESSAY: 

 

 To begin with, I learned that every student is different.  If I am going to reach each student 
in my class, I need to find out all I can about that student.  Knowing his or her background will 
help me to understand why he or she reacts the way that he or she does.  Some students need 
visual instruction while others need hands-on participation.  Just knowing the material that I am 
teaching is not sufficient.  

 

 EXAMPLE OF THE THIRD PARAGRAPH: 

 

 In addition to knowing all that I can about each student, I learned that patience is a vital 
necessity for a teacher to possess.  Sometimes it is necessary to repeat instructions several times 
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before all the students understand the material.  Sometimes I may have to alter my progress of 
teaching to make sure that every student knows the material that I am presenting. 

THE WORDS UNDERLINED AT THE BEGINNING OF THE TWO EXAMPLE PARAGRAPHS INDICATE 
TRANSITIONAL WORDS.  YOU ARE NOT TO UNDERLINE THESE WORDS IN YOUR ESSAY. 

YOU SHOULD CONTINUE THE REST OF THE PARAGRAPHS-- EXCEPT THE FINAL ONE-- USING THE POINTS 
IN YOUR FIRST PARAGRAPH. 

THE LAST PARAGRAPH IS A CONCLUDING PARAGRAPH AND SHOULD SUMMARISE WHAT YOU STATED IN 
THE FIRST PARAGRAPH.  ONCE AGAIN, YOU SHOULD LIST ALL POINTS (FIVE OR SEVEN) THAT YOU HAVE 
DISCUSSED IN YOUR ESSAY. 

 

FORMAT FOR OUTLINING AUDIO LESSONS AND/OR 
TEXTBOOK CHAPTERS 

 
(Name of Course) 

 
(You should have a minimum of five major points per chapter or audio lesson) 

YOUR OUTLINE SHOULD BE TYPED ON ONE SIDE ONLY AND DOUBLE-SPACED BETWEEN 
EACH ROMAN NUMERAL.  

 
(SAMPLE OUTLINE) 

 
1. TAPE/CHAPTER ONE 

A. Major Point 
B. Major Point 
C. Major Point 
D. Major Point 
E. Major Point 

 
II.        TAPE/CHAPTER TWO 

A. Major Point 
B. Major Point 
C. Major Point 
D. Major Point 
E. Major Point 

 
(FOLLOW THE SAME FORMAT THROUGHOUT ALL OF THE TAPES/CHAPTERS OF THE COURSE TAPES OR 

TEXTBOOK.  YOUR OUTLINE SHOULD BE WRITTEN IN EITHER ALL COMPLETE SENTENCES OR ALL 
PHRASES, BUT NOT IN A COMBINATION OF BOTH.) 
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FORMAT FOR PREPARING A TYPED BOOK 
REPORT 

 
The typed book report has three parts:   

the introduction,  
the body,  
and the conclusion. 

 
(The total length of a typed report should be a minimum of three (3) pages for students in the 
Associate and bachelor’s programs, a minimum of five (5) pages for students in the master’s 
program, and a minimum of eight (8) pages for students in the Doctorate program.)  

 
YOUR PAPER SHOULD BE TYPED (DOUBLE-SPACED) ON ONE SIDE ONLY. 

 
YOU SHOULD HAVE ONE INCH MARGINS ON THE SIDES AND TOP OF YOUR PAPER. 

 
(Title of Book centered—in italics) 

 
I. The Introduction: 

 
Introduce the title, the author, and the subject or theme of the book in the first sentence. 

 
Example: Little Women by Louisa May Alcott recounts the girlhood 

experiences of Jo March and her three sisters. 
 

Get your readers interested in what you are going to say—perhaps with a striking statement, 
a quotation, or some background information.  If the book has a setting (time and 
place), you might include it. 

 
Example: Set in New England around the time of the Civil War, this classic 

novel provides a glimpse of daily life in a nineteenth-century 
American household.  Though fictional, it reads like a true story, 
because the main characters are fashioned after the author’s 
own family.  The character Jo March resembles Louisa herself. 

 
Close your introductory paragraph with a statement of opinion.  Choose one aspect of the 

book—a moral, a concept, or a principle—that made an impression on you. 
 

Ask yourself, “What did I learn from this book?  Would others benefit from it? 
And if so, how?”  You will discuss this statement in the body of your report. 
 
Example: Though the experiences of the March sisters, one can learn to 

appreciate the family that God has given him or her. 
 

II. The Body 
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A. Begin with a short, concise summary (synopsis) of the book, including only the 

main points or key events.  Limit this synopsis to several sentences. 
 

1. For a fiction book, write a summary of the plot. 
 

The plot is the sequences of actions that make up a story.  The plot begins 
with a conflict involving the main characters. Sometimes, the conflict 
involves two people.  Other times, the conflict involves the main character 
and a variety of people and circumstances.  In some stories, conflict may be 
at work with the character. 
 
Example:   In the story Little Women, each of the March sisters 

faces her own conflict with self as she tries to “be good.” 
 
After you have stated the conflict, recount the events that develop the 
conflict to the point at which one of the opposing forces is about to prevail 
over the other.  This is called the climax.  Following the climax, relate the 
events that resolve the conflict. 

 
2. For a biography, relate the chief incidents in the subject’s life. 

 
3. For a nonfiction book, write a summary. 

 
 

B. In the succeeding paragraphs of the body, use incidents, details, and quotations that 
support the opinion you stated in the introduction.  Prove your point. 

 
Example: In the opening scene, the March sisters are bemoaning their 

poverty when Beth gently reminds them how rich they really 
are: “We’ve got father and mother and each other.”  Though 
lacking in material comforts, the girls gradually learn to 
appreciate the treasure they have in a loving home.  Mother’s 
gentle words and Father’s letters from the battlefront remind 
them of the things that matter in life: relationships, kind words 
and loving deeds, and personal growth and maturity.  Meg 
learns about the emptiness of material wealth when she visits 
Annie Moffat and tries to fit in with her frivolous and worldly 
friends.  Jo learns to forgive when Amy burns her precious 
books.  Beth teaches them all about selfless giving when she 
reaches out to help a poor widow and her children and is 
stricken with a deadly fever.  As each girl struggles with her 
personal weaknesses, she learns to appreciate more fully the 
family that God has given her and the values they share. 

 
III. The Conclusion: 
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A. Begin the conclusion with a restatement of your opinion.  (Avoid the temptation to 

use the same wording that you used in your introduction.) 
Example: Of the many lessons to be learned from Little Women, the 

importance of family relationships is one that no reader should 
miss.  Everyone can learn to appreciate his or her siblings and 
parents from the example set by the March sisters. 

 
B. Give your thoughts about the book, whether they are favorable or unfavorable. 

 
Example: I enjoyed Louisa May Alcotts’s honest portrayal of family life.  

Like any ordinary family, the Marches had disagreements and 
quarrels from time to time, but they remained a close-knit, 
loving family because they recognized and practiced Scriptural 
principles of family life:  the girls honored their parents, loved 
each other, and sought to live peaceable together. 

 
You may comment on the realism of the characters, the charm of the setting, the 
effectiveness of the imagery, the aptness of the dialogue, or the naturalness of the 
action.  As a Christian, you must also think about the content.  How are evil actions 
presented?  Is evil shown in a way that disgusts the reader?  Or is it made attractive 
to the reader?  Are the consequences of evil actions shown to be what the Bible 
says they will be? 
 
In the body of your report, emphasize the moral, the concept, or the principle that 
impressed you.  In conclusion, evaluate the book according to the criteria above. 
 
 

NOTE:   Keep the number of pages of your Book Report to the required number of pages 
for your course.  Points will be deducted for long elaborate Book Reports.  
Remember, you are not re-writing the book, you are only giving a report of the 
book.  Your paper should be typed (double-spaced) on one side only. 
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Request for Change in Area of Study 
 
To change your area of study please complete the Request for Change from below and send it with 
the $10.00 re-evaluation fee to:  
Jacksonville Theological Seminary  
1709 St. Johns Bluff Road North  

Jacksonville, Florida 32225  
Student Name  
Please Print  
ID # (if available)  SS # (last 4 digits only)  
Annex: 
Current Area of Study  
New Area of Study  
 

 

STUDENT CREDIT TRANSMITTAL FORM 

 

 

Student’s Name:       Student #:   
 SS#:   ***/**/     

             
   (last 4 digits) 

Facilitator’s Name:           
       

 

 

Note: A numerical grade should be submitted not a letter grade or percentage. 

 

 


