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First-level subheading (optional only for “Introduction” 
section); spacing before: 24 point; spacing after: 0 point; line 
spacing: exactly 12 point (or 3 single-spaced lines before 
heading, 1 after); left & right indent: 1.25 inches 

Hamilton, Mark W. A Theological Introduction to the Old Testament. New York: Oxford 
University Press, 2018. 

Introduction 

This section should be 1-2 paragraphs, no more than 1/2 of a page. Here, briefly 

introduce the author, telling the reader why he or she is an authority on this subject. Also, 

introduce the reader to the main idea or theme of the book. Do not use honorifics (Dr., Mrs., 

Mr.). Use full name for first mention of the author, then last name only for all subsequent 

references. See the “Book Review Guide” on the Writing Center website for more information 

on what to include in the “Introduction” section.  

Summary 

This section should be 2 pages maximum, often less. Answer the following questions: 

What is the thesis of the book? Who is the audience? What is the main purpose of the book (i.e., 

why did the author write it)? Briefly summarize the major ideas and arguments the author uses to 

support the thesis of the book. This section should be objective—do not add commentary or any 

of your own opinions. See the “Book Review Guide” on the Writing Center website for more 

information on what to include in the “Summary” section.  

Critical Evaluation 

This section should be about 1/3 of the paper. It is the most important section of the 

book review. Here, evaluate the book, providing your opinion of how well (or how poorly) the 

author fulfilled his or her purpose/supported the thesis. Discuss both strengths and weaknesses. 

Be fair, not condescending. If you give examples from the book, be brief; you do not want this 

section to sound like a secondary summary section. Questions to ask: Are there any biases that 

the author evidences in his or her writing? Are there any presuppositions that undergird the 

Book citation goes 2 inches from top of page. To do this, 
set spacing as follows: “before” = 82 point; “after” = 12 
point; “line spacing” = “exactly”; “at” = 12 point; set 
hanging indent to 0.35 inch (the “Book Review Template” 
has this set already, but see page 3 for indentation and 
spacing tutorial if you need to set it manually) 

First page of Book Review must begin “Section 2.” This “resets” your 
formatting—so the body is different from the title page. Doing so 
allows you—without extra steps—to begin your page numbers on this 
page at “1” and set your book citation 2 inches from the top of the 
page. The “Book Review Template” will have this already set, but see 
page 3 for instructions on how to create “section breaks” manually.  

First line of paragraph indented 0.7 inch 

Page number begins at “1” on this page 
(centered; 12 point Times New Roman  

1 inch margins 
on all sides 

All spacing in 
the body 
should be set 
to “Exactly 24 
point” (see 
page 3) 
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contents of the book? Is anything missing? Could the author have been clearer or more thorough 

at certain points? See the “Book Review Guide” on the Writing Center website for more 

information on what to include in the “Critical Evaluation” section. 

Conclusion 

This section should be 1-2 paragraphs, no more than 1/2 of a page. Here, give your 

final evaluation of the book (did the author succeed or fail overall?). Describe, briefly, how it 

affected you personally or how it would be beneficial in ministry. Who would you recommend 

this book to? Who would find it useful? See the “Book Review Guide” on the Writing Center 

website for more information on what to include in the “Conclusion” section.   

All subsequent pages begin 
1 inch from top of page 
(per 1 inch margins) 

No bibliography page needed (since book 
citation appears at beginning of page 1)  
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To access and adjust indentation and spacing settings, set your cursor on the desire text (e.g., 
paragraph text, subheading text) →right click → select “Paragraph.” The box pictured below will 
pop up. *The settings featured in the graphic below are for a properly formatted paragraph: 
indented .7”; spacing set to “24 point” (i.e., double-spaced)* 

Click this drop-down button for “none” 
(subheadings) and “hanging” 
(bibliography entries [0.35 inch])  

Use these boxes to set your spacing 
“before” and “after” the line of text and 
to set the spacing of the line of text itself 
(“line spacing”) 
 
For example, a first level subheading 
requires the following spacing: “before” = 
24 point; “after” = 0 point; “line spacing” 
= “Exactly”; “At” = 12 point 

Use these boxes to set your indentation 
 
For example, a first-level subheading has 
“left” and “right” both set to 1.25” 

This is what it looks like when your first page begins “Section 2.” If it does not, set your cursor on at the last 
line of the title page → go to “Layout” tab at the top of your screen → select drop-down menu for “Breaks” 
→ select “Next Page” under “Section Breaks”  

If you double-click the top margin, this is what your first page will look like at the top without a section break 

“Section Break” Tutorial 

“Indentation & Spacing” Tutorial 


