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Chapter 1 

Description of the Ministry Setting and Need 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.1 Footnotes also are set to renumber to 1 in each new chapter.2 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

2. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

1. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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2 

 
​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.3 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.4 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

that you only use subheadings if you intend to subdivide the text at least two times. 

4. Formatting questions? See the Chapter Sample, part of our online resources. 

3. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.5  

5. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Chapter 2 

Project Proposal 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.6 Footnotes also are set to renumber to 1 in each new chapter.7 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

7. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

6. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.8 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.9 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

that you only use subheadings if you intend to subdivide the text at least two times. 

9. Formatting questions? See the Chapter Sample, part of our online resources. 

8. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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Remember that you only use subheadings if you intend to subdivide the text at least two 

times. 

Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.10  

10. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Chapter 3 

The Project Director 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.11 Footnotes also are set to renumber to 1 in each new chapter.12 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

12. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

11. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.13 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.14 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

14. Formatting questions? See the Chapter Sample, part of our online resources. 

13. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 
 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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that you only use subheadings if you intend to subdivide the text at least two times. 

Remember that you only use subheadings if you intend to subdivide the text at least two 

times. 

Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.15  

15. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 
 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Chapter 4 

Doctrinal Foundations 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.16 Footnotes also are set to renumber to 1 in each new chapter.17 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

17. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

16. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.18 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.19 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

19. Formatting questions? See the Chapter Sample, part of our online resources. 

18. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 
 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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that you only use subheadings if you intend to subdivide the text at least two times. 

Remember that you only use subheadings if you intend to subdivide the text at least two 

times. 

Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.20  

20. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 
 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Chapter 5 

Review of Alternative Programs 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.21 Footnotes also are set to renumber to 1 in each new chapter.22 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

22. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

21. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.23 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.24 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

24. Formatting questions? See the Chapter Sample, part of our online resources. 

23. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 
 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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that you only use subheadings if you intend to subdivide the text at least two times. 

Remember that you only use subheadings if you intend to subdivide the text at least two 

times. 

Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.25.  

25. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 
 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Chapter 6 

Ministry Resources 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.26 Footnotes also are set to renumber to 1 in each new chapter.27 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

27. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

26. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.28 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.29 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

29. Formatting questions? See the Chapter Sample, part of our online resources. 

28. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 
 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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that you only use subheadings if you intend to subdivide the text at least two times. 

Remember that you only use subheadings if you intend to subdivide the text at least two 

times. 

Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.30  

30. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 
 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Chapter 7 

Description of the Project 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.31 Footnotes also are set to renumber to 1 in each new chapter.32 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

32. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

31. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.33 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.34 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

34. Formatting questions? See the Chapter Sample, part of our online resources. 

33. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 
 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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that you only use subheadings if you intend to subdivide the text at least two times. 

Remember that you only use subheadings if you intend to subdivide the text at least two 

times. 

Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.35  

35. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 
 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Chapter 8 

Project Evaluation 

 
​ Begin text here if you do not need subheadings in this chapter. Simply delete this 

text and replace with your text. Note that a section break (next page) appears at the end of 

this and all other chapters and appendixes. Turn on the paragraph symbol (¶) under the 

Home tab to view nonprinting characters like section breaks, periods, and spaces. Use 

care not to delete the sections breaks at the ends of these chapters and appendixes. 

Correctly formatted page numbers and footnotes depend on these section breaks. 

​ In this template, page numbers and footnotes are formatted to conform to program 

requirements. For first pages of chapters, appendixes, and the bibliography, page numbers 

appear in the footer’s center. Subsequent page numbers appear in the top-right corner of 

the pages’ headers. Footnotes are set to appear beneath the text, not at the bottom of the 

page.36 Footnotes also are set to renumber to 1 in each new chapter.37 Note that this 

template automatically creates a full-size footnote reference number in the footer, 

followed by a period and a space. A line of space is set to appear after each footnote 

entry. All text, including page numbers and footnotes, appears as Times New Roman. The 

text and page numbers are set to 12-point font size—the same size as the main text. 

Footnotes may be set to 10- or 12-point font size provided they are the same size in each 

chapter. 

37. See Turabian 9, Fig. 16.1: "Template for notes and bibliography entries." 

36. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 
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​ Writers are familiar with widow and orphan errors in their documents. A widow 

error refers to a last line of a paragraph by itself at the top of a new page; an orphan error 

refers to a first line of a paragraph (or a subheading) by itself at the bottom of a page. 

Writers may not be familiar with the use of page breaks to fix these common formatting 

issues. To fix a widow issue, simply place a page break at the end of the 

second-to-the-last line of text to force the line that follow to the top of the next page. The 

widow is no longer alone at the top of the next page; two lines of text should now appear. 

To fix an orphan issue, place a page break at the end of the preceding paragraph. Be 

careful to choose a page break in these instances, not a section break. Also be careful to 

place the page break at the end of the preceding paragraph and not on the line below it. 

This end-of-paragraph, page-break placement ensures that no space appears below the 

last line of text and any footnotes that may follow.38 These instructions employ 

first-person point of view; maintain third-person point of view in your document’s text, 

unless you are referencing an action unique to yourself as the writer.39 

 
First, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. Remember 

39. Formatting questions? See the Chapter Sample, part of our online resources. 

38. Sample footnote. DELETE ALL FOOTNOTES BEFORE YOU BEGIN. 

 
 

https://www.nobts.edu/cme/current-students/05.-PDF---Updated-Chapter-Sample-With-Formatting-Help---T8---PGarrett---1.6.22.pdf
https://www.nobts.edu/cme/current-students/resources.html
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that you only use subheadings if you intend to subdivide the text at least two times. 

Remember that you only use subheadings if you intend to subdivide the text at least two 

times. 

Second, Level-One Subheading 

​ Begin text here if you intend to use subheads in this chapter. Remember that you 

only use subheadings if you intend to subdivide the text at least two times. For more 

information on subheadings, also known as levels, go to Turabian 8, A.2.2.4. A Section 

Break (Next Page) follows this paragraph. Be careful not to delete this section break or 

accidentally add more section breaks to a chapter if you cut and paste. Again, you can see 

nonprinting characters like section breaks if you turn on the paragraph symbol (¶) under 

the Home tab.40.  

40. See the seminary's style guide—a great resource for biblical studies citations, like numbered 
commentaries, journals, and the 2000 Baptist Faith and Message. 

 
 

https://www.nobts.edu/cme/current-students/NOBTS-LEAVELL-COLLEGE-MANUAL-OF-FORM-AND-STYLE.pdf


 
Appendix A 

Insert Title Here, 
If You Choose to Use an Appendix Cover Sheet  
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Add appendix contents here if you wish to use a cover sheet for all appendices. Use care 

not to delete the Section Break (Next Page) placed at the end of this page of text. This 

section break is key to page number placement. Turn on the paragraph symbol (¶) to 

identify nonprinting characters like section breaks.  

 
 



 
Appendix B 

Insert Appendix Title Here 

 
Add appendix contents here if you will not be using a cover sheet for all appendixes. Use 

care not to delete the Section Break (Next Page) placed at the end of this page of text. 

This section break is key to page number placement. Turn on the paragraph symbol (¶) to 

identify nonprinting characters like section breaks.  
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Appendix C 

Insert Title Here, 
If You Choose to Use an Appendix Cover Sheet  
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Add appendix contents here if you wish to use a cover sheet for all appendixes. Use care 

not to delete the Section Break (Next Page) placed at the end of this page of text. This 

section break is key to page number placement. Turn on the paragraph symbol (¶) to 

identify nonprinting characters like section breaks.  

 
 



 
Appendix D 

Insert Appendix Title Here 

 
Add appendix contents here if you will not use a cover sheet for all appendixes. Use care 

not to delete the Section Break (Next Page) placed at the end of this line. This section 

break is key to page number placement. Turn on the paragraph symbol (¶) to identify 

nonprinting characters like section breaks.  
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