HORIZONTAL CHART

(adapted ftom: School of Biblical Studies workshop, University of the Nations, Kona, Hawaii)

'-.....

STEP ONE: Paragraph Titles

· Go through the entire book, paragraph by paragraph, and create a “Paragraph Title” for each paragraph. You will need a notebook or several sheets of paper for this (For Bible Quizzers – note: many quiz books do not have paragraph divisions, so you will need to use a regular NIV Bible for this or a digital NIV Bible (app, etc.) that shows the paragraph divisions).

Rules for creating a paragraph title:


. Follow the paragraph order provided in your translation.


Note: there are times you may disagree with your translation's paragraphs.


. A paragraph title is four words or less that capture the main point of the


paragraph. While you are allowed to use up to four words, sometimes you might


find that three, two or even one word is sufficient.


. The title must be the actual words of your translation text. In other words, you


cannot paraphrase and use your own words.


. If at all possible, try to use words in sequence. If you use words that are out of


sequence there is the possibility that you will change the meaning of the text.


. You may use colons, hyphens, slashes, arrows, etc. to compensate for the words


you need to leave out. Be creative. For example: Rom 1:16-17, "Salvation to


Jew/Greek"


. Write down your paragraph titles in one column per page. Depending on the


length of the book, this may amount to several pages.

Note: This step is an exercise in learning to summarize each paragraph. A common pitfall is that students try to say too much and want to incorporate too many details within their titles.

STEP TWO: Discerning the structure of the book

The objective here is to observe and identify how the book is structured and fits together. You are to look for compositional links and relationships between paragraphs. The questions to ask are:

. Which paragraphs would you group together and why?

. Where would you divide the book?

. Into how many subdivisions (sections) would you break your book?


There are two approaches to discerning the structure of a book:

. From paragraphs to segments to sections to divisions (from the bottom up) 

. From divisions to sections to segments to paragraphs (from the top down)

The steps taken here are the "bottom up" approach:

. Take a separate sheet of paper. This will be your 'horizontal chart rough draft. ' 
 Group paragraphs together into the smallest possible unit. This unit is called a

segment. A segment may be linked to chapters in our Bible, however, do not blindly follow chapter breaks for your segments! These breaks are not inspired and sometimes do not reflect the structure of a book.

. Give a title to your segment. In contrast to the paragraph titles, a segment title


can be written in your own words.

. Continue the process until you feel you have grouped all your paragraphs into


segments and given them an appropriate title.

. Since this is a rough draft you may alter your titles as you go along in your study


of the book.

. Group segments together into sections. A section represents a significant portion


of the book (usually several chapters).

. Give a title to each section. As for the segments, these titles may be in your own


words.

. Group the sections together into a division or divisions. Divisions are major breaks in the book. These are turning points, drastic shifts in the direction of the story. In other words, if you find yourself with five divisions in a book, you probably are confusing sections with divisions. Books usually have one or two main divisions.

. In your own words, give a title to each division.

. Now you are ready to give a title to the whole book. Be succinct and creative! An

arresting title will be remembered more easily than a boring title.

. Assign a key verse to the book. This key verse summarizes the whole book.

. A key verse should be no longer than three biblical verses. Most key verses are


only one verse in length.

. For the layout of your rough horizontal chart, please see the horizontal chart for


the book of Romans .

This process of grouping units of thought above the paragraph level is difficult and time consuming. You are creating your own book outline without the help of others.

STEP THREE: The horizontal chart

In this step, the rough structure you have made with your paragraph titles is turned into a final draft called the horizontal chart. The horizontal chart is your own outline of the book. The chart is an excellent tool to view the whole book at a glance.

. For small books, the horizontal chart includes your paragraph titles
. For larger books, only segments, sections and divisions are included
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. The chart must be drawn proportionately on one page only. If a segment contains 52 verses, and another 15, this difference must be reflected on your chart (see example provided)

. If the chart is drawn manually, we highly recommend the use of graph paper.

. Once segments, sections and divisions are drawn to proportion, write out your

final segments, sections and division (s) titles. Be creative and accurate at the same time. Use words that will be memorable to you. The structure of a book


may be memorized relatively easily with the aid of good titles.

. Decide on your final title of the book

. Write out in full your key verse

. It should look like the example provided!
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