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1 Order in the Structure of the Thesis 

1.1 Title page  

 

The title page should contain the following information:  

o The topic of the thesis  

o The term “Bachelor Thesis“ 

o Below that “To obtain the degree of Bachelor of Arts at the Faculty of Business, Economics 

and Law at the Friedrich-Alexander-Universität Erlangen-Nürnberg“ 

o Name, student number 

o Supervisor: Always the professor with an indication of the name of the chair  

o Date on which the bachelor thesis was completed. 

 

A template can be found on our homepage.  

 

1.2 Structure 

 

The thesis is preceded by a structure with corresponding page references. It should be 

subdivided and formulated soundly so that the train of thought of the thesis is already apparent. 

The bullet points in the table of contents must correspond to the headings in the text. For the 

formal design of the structure, the following option is available: 

 

1. Bullet point level 1.........................................1  

1.1 Bullet point level 2..........................2  

1.1.1 Bullet point level 3...........3  

1.2 Bullet point......................................4  

2. Bullet point.....................................................5  

3. Bullet point.....................................................6 

  

Each bullet point is marked with Arabic numerals, where the first indicates the respective 

chapter and the second denotes the section within the chapter (so-called decimal classification); 

this is done analogously for further subsections. A period is to be placed between the individual 

digits to separate the chapter from the section or subsection. No period is placed after the last 

digit (e.g., „1.2“). The number of levels of the structure should be in proportion to the size of 
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the paper. If you subdivide a point, there should be at least two subpoints, i.e., 1.1 is always 

followed by 1.2.  

 

All directories and, if applicable, the appendix and a list of appendices should also be listed in 

the structure in the correct order. All pages should be numbered from the structure onwards. It 

is recommended to use Roman numerals or capital letters for the remaining pages, e.g.,  

 

List of Abbreviations…...................................................I  

List of Symbols…...........................................................II  

List of Figures……….....................................................III  

List of Tables……...........................................................IV  

List of Appendices...........................................................V  

Text.................................................................................1  

Appendix........................................................................50  

Bibliography……...........................................................55  

 

Of course, multiple directories may appear on one page. 

 

1.3 List of Abbreviations   

 

Except for the usual abbreviations (etc., e.g., i.e., …), all abbreviations used must be explained 

in a list of abbreviations. This also applies to abbreviations commonly used within economics 

or used in the bibliography. Likewise, you should list the names of journals if they are 

abbreviated.  

 

1.4 List of Symbols  

 

If you use symbols in your thesis, they must be explained in a list of symbols.  

 

1.5 List of Figures, Tables, and Appendices 

 

Figures and tables should also be listed in a directory with the corresponding page number. The 

individual appendices should be listed in a list of appendices. The appendices should be 
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numbered from A1 to A... and appear at least once as a cross-reference in the text or in a 

footnote. 

 

1.6 Text of the Thesis  

 
The pure text part of the paper, i.e., without cover page, directories, tables, and figures, should 

comprise a total of approx. 30-40 pages, including footnotes, and be written in „Times New 

Roman”, font size 12 and 1.5 line spacing. Margins of 2.5 cm should be left all around. The text 

should be formatted in justified text with hyphenation.  

 

Explanations regarding the text or further additions should be written in footnotes, font size 10 

with single line spacing. They are numbered consecutively throughout the paper in Arabic 

numerals and appear on the same page as the footnote number. Each footnote begins in a new 

row and ends with a period. An approximately 4 cm horizontal line should be drawn on the left 

between the text and the footnotes.1  

 

With respect to explanations regarding the text and further additions in the context of 

footnotes, it should be noted that the text must be comprehensible even without the footnotes. 

An example would be a reference to a fundamentally different opinion that is not examined 

further, or a brief example of a general statement. 

 

1.7 Bibliography 

 

The thesis must be accompanied by a bibliograpy in which all used and cited sources (which 

are verifiably referenced in the text, in footnotes, in figures, tables, or the appendix) are listed. 

The citation must be designed in such a way that it is possible to clearly identify the source. 

Requirements regarding the bibliography and the citation method in the text shall conform with 

the APA (American Psychological Association) in accordance with the standard in the 

department.  

The sources should be listed in alphabetical order of the author names. If an author is 

represented several times, the order depends on the year of publication (several titles by the 

 
1 This is an example for a footnote.  
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same author in one year should be made distinguishable by adding lowercase letters, e.g., 

2000b).  

 

Requirements for a scientific bibliography are accuracy (error-free information), completeness 

(all information necessary for the retrieval of sources), uniformity (maintenance of the scheme), 

and clarity (naming authors in alphabetical order).  

 

o Books: A bibliographically correct reference to a passage in a book consists of the following 

information (in the order and spelling given): name of the author, first name of the author 

(year of publication). Title of the work (italic!) (Possible edition). Place(s) of publication: 

Publisher. 

- If a book has more than one author, the names of two authors are separated by an 

„&“; if there are three authors, the first two are separated by a comma and the third 

by an „&“ (first names can be abbreviated by the initial letter). (e.g., Riphahn, R. T., 

Snower D. J. & Zimmermann, K. F. (2000). Employment Policy in Transition. The 

Lessons of German Integration for the Labor Market. Berlin et al.: Springer.). If 

there are more than three authors, only the first is indicated with the addition „et al. 

„. This also applies to more than one place of publication (e.g., Begg, D. et al. 

(2014). Economics (11th edition). London: McGraw Hill Education.). If the author 

is not a natural person but a corporate body (e.g., an institute, a company, or an 

association), it is listed as the author.  

 

- If an edition is specified (always if it is not the first edition!), this information must 

be noted in front of the publisher of the book. (e.g., Verbeek, M. (2017). A Guide to 

Modern Econometrics (5th edition). New Jersey: Wiley.).  

 

 

o For a dissertation that was not published by a publisher, the university with the place and 

the addition „Dissertation“ shall be written instead of the publisher and place of publication 

(e.g., Riphahn, R. T. (1995). Disability Retirement Among German Men in the 1980s. 

Dissertation. University of North Carolina.)  

 

o Anthology: If an article is cited from an anthology, the title of the article is followed by 

"Id.." and finally by the bibliographic information of the book with publisher and title (in 
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italics!). In addition, the title of the anthology must be followed by the page numbers of the 

first and last page of the article in question. (e.g., Sweetman, A. & van Ours, J. C. (2015). 

Immigration: What About the Children and Grandchildren? In Chiswick, B. R. & Miller, P. 

W. (Eds.), Handbook of the economics of international migration (pp. 1141-1193). 

Amsterdam: Elsevier.).  

 

o Journals: Articles in journals are treated similarly to those in anthologies, but the editor 

and place of publication are generally not listed. The title of the journal (in italics!), the 

volume and issue number, the year of publication, and additionally the page numbers of the 

first and last page of the article in question are sufficient. (e.g., Riphahn, R. T. (1999). 

Disability Retirement Among German Men in the 1980s. Industrial and Labor Relations 

Review, 52(4), 628-647.) 

 

o Laws, regulations, or official announcements are to be listed with their announcement date 

and number in the relevant announcement sheet (e.g., Law on Insurance Contract of 

30.05.1908, RGBl. p. 263ff., last amended by Law of 30.06.1967, BGBl. I, p. 609). If 

numerous laws, court decisions, regulations or the like have been used in the thesis, it is 

advisable to summarize these sources in a separate list (e.g., „List of court decisions“), 

which is placed after the bibliography. 

 

o Resources on the Internet: If resources on the Internet are referenced (should only be 

done in exceptional cases when no printed version of the work is available), the exact 

Internet address (URL) and the date of retrieval should be given in square brackets instead 

of the publisher and place of publication (e.g.,  

Riphahn, R. T. (2012). Regeln für die Anfertigung von Bachelorarbeiten. Available at: 

https://www.empiricalecon.rw.fau.de/files/2020/08/regeln_ba_160112.pdf, [10/11/2023].). 

Remove all hyperlinks in the references.  

 

o If a source, e.g., a journal, does not mention the author or only the abbreviation of the 

author´s name, „n. a.” should be given instead of the author´s name (e.g., n. a., (2001). New 

economic policy. …). Analogous rules apply to missing place („n. p.“) and year information 

(„n. d.“).  
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The scientifically validated citation has only one reference: the original text or source. Only in 

exceptional cases is a secondary citation permitted. This is to be marked as such. 

Citation in the text: (Laffan, 1992, p. 45, cited in Geddes, 2013, p. 42). 

In the bibliography, both sources are listed separately. 

Laffan, B. (1992). The Finances of the European Union. London: Macmillan. 

Geddes, A. (2013). Britain and the European Union. Basingstoke: Palgrave Macmillan.  

 

1.8 Figures, Tables, and Appendix 

 

Figures and tables should not be included in the text but placed separately at the end of the paper. 

Only a reference to the respective table or figure is made in the text. The bibliography is followed 

by the figures, then the tables, followed by other appendices (e.g., further model derivations). All 

tables must have been created by the author. If you use tables from other scientific papers, you must 

transfer them into your own table format (uniform formatting for all tables in your thesis) and cite 

the appropriate source. All figures should also be created by the student, if possible. 

 

1.9 Affidavit 

 

The last page to be attached to the thesis is the affidavit.  

This contains:  

o According to §26(6) PO, a declaration that the student has written it him/herself, has not used 

any sources and aids other than those specified therein, and that the work has not yet been 

submitted in the same or similar form to any other examination authority and has been accepted 

by the latter as part of an examination. 

o Date and place   

o Personal signature  

 

A template can be found on our homepage.  
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2 Citation method  

 

Any use of third-party intellectual property must be identified by means of corresponding 

precise citations. The sources must be indicated in a simple and unambiguous form and must 

be verifiable. 

 

The citations are to be substantiated as a direct or indirect quotation. Both forms are to be 

presented in the text using the short citation method. Citations according to the short citation 

method begin with the author’s family name (without title and academic degree), continue with 

the year of publication (several titles by the same author in one year should be indicated by 

adding lowercase letters), and end with the page number of the cited source. Direct quotations 

are less common since they often disturb the flow of the text (example: Riphahn (2000a, p. 85f.) 

says: „....”). More often indirect quotations are used. An example of this is: It can be shown that 

... (Riphahn, 2000a, p. 85f.). An alternative to this is to base the indirect quotation on the 

surname of the author. Example: Riphahn (2000a, p. 85f.) shows that.... Each citation must be 

matched by a corresponding detailed citation in the bibliography. 

 

Examples of the citation method in the text:  

Individual works: 

It can be shown that … (Riphahn, 2000a, p. 85f.). 

 

Several authors: 

First appearance in the text: As shown by Riphahn, Snower, and Zimmermann (2000) … 

Later references: As Riphahn et al. (2000) show… 

 

Several works by the same author from the same year: 

(Riphahn, 2000a, p. 85f.) 

(Riphahn, 2000b, p. 85f.) 

 

Entities: 

First appearance: (Organization for Economic Co-operation and Development [OECD], 2005, 

p. 7) 

Later references: (OECD, 2005, p. 5) 
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Secondary sources (use only in exceptional cases): 

Laffan (1937, p. 45, cited in Geddes, 1988, p. 42) argues that … 

 

When indicating the page number, pay attention to whether only one passage is quoted (e.g., p. 

29), whether the passage chosen also touches the following page of the work (p. 29f.) or whether 

statements extend over several pages (p. 26ff.).  

 

In the case of citations from a journal, the page number is omitted in the text. Example: 

(Riphahn et al., 2000) 

 

If parts of the text are taken over verbatim (literal quotation), this is to be indicated as such by 

quotation marks in the text and the source is to be indicated in short citation format. Quotation 

marks occurring within the literal text are replaced by single ('). Omissions in a literal quotation 

are indicated by two dots (“..”) if it is only one word, otherwise by three dots (“...”). Missing 

citations in the case of verbatim quotations are considered plagiarism. 

 

Additions are to be identified as such, e.g., by brackets (e.g., „According to the study, no 

(significant) variables can be identified to support this hypothesis.”). 

 

Verbal or written disclosure of information from persons, companies, or other institutions to 

the author should be identified as such in the work (e.g., Information from the Federal 

Ministry of Labor to the author dated February 29, 2001). 

 

3 Content and Stylistic Suggestions  

 

After these obligatory formal rules for your bachelor thesis, here are some stylistic and content-

related remarks: 

 

o When you evaluate literature, be critical! Every thought should be checked by you for its 

validity. 

 

o If you formulate theses, you must also justify them. A mere reference to a source is not 

sufficient. Tables and figures are helpful for this purpose. 
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o Try to give your work a clearly recognizable „red thread”. Within the text, this is also done 

by using the correct conjunctions in the context of the meaning. 

 

o In the introduction, briefly justify why you chose the structure presented.  

 

o Argue precisely and concisely, avoiding repetition. This is also about your ability to clearly 

elaborate the essential points in a limited space.  

 

o If you make value judgements such as „better”, „suitable”, „appropriate”, you must justify 

them by explaining the value measures you are using as a basis.  

 

o Verbatim quotations are only recommended in the case of particularly concise sentences. 

As a rule, you should try to formulate as independently as possible. 

 

 

 

 


