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1 General recommendations 

1.1 Contextual outline of the text 
 

The contextual outline of the text should be reflected in the structural outline of the 

thesis, and should be presented in the introduction. 

The introduction should expose the topic/ formulation of the problem, as well as the 

aim, and the purpose in an unambiguous way. Additionally, the thesis should be 

embedded content wise and the scope of the topic should be defined. Finally, the 

introduction should give an overview on the composition and the methodological 

approaches used. 

The outline should include a sensible portion of own performance and of input of 

others. It should consist of different elements, for example description, comparison, 

evaluation/ argumentation, deviation of hypotheses, tests of hypotheses, conclusions, 

and so on. The choice of the structure should not be arbitrary. Often, one of the 

following structures contributes to a sensible structure of the thesis: consecutive 

(dynamical development) or listed (static conjunction and composition). 

Therefore, the outline is the result of a thorough examination of the problem of the 

thesis. With respect to the literature that was consulted, the author should place own 

emphasis on aspects that are relevant in his or her specific topic. The independent and 

own accomplishment of a master thesis consists at least of a comprehensive evaluation, 

selection, and academically correct presentation of relevant external findings. 

Additionally, supplemental own research on the current research level can be done. All 

recommendations for master theses are valid analogously for diploma theses. 

Headlines should be chosen carefully such that they provide information about the 

content of the paragraph. They should be formulated as concisely as possible. 

1.2 Language and style 
 

The linguistic composition of the thesis should be flawless. Besides the correct use of 

orthography and grammar it is essential to employ an adequate academic style. Both, 

British English, as well as American English are possible, but have to be used 

consistently. One should form concise, clear, and complete sentences. Colloquial 

language and the unnecessary use of loan and buzz words should be avoided. Fillers 



2 

(such as “actually”, “obvious”) should not be used. Style and wording of the thesis 

should be objective and impersonal (avoid “I”, “my”). 

The text consists of two linguistic levels. On the one hand the language should be 

objective, precise and clear-cut in the descriptive part. On the other hand, one should 

precede argumentative, justified, critical, and logical in the evaluating part. 

The thesis can be written either in German (refer to the German version of the 

guideline) or in English. Direct quotations have to be left in the orthography of the 

original source. Quotations written in a language other than German or English have to 

be translated in a footnote with the specification of the translator.  

1.3 Literature 
 

Prior to writing the thesis, the student should study the relevant literature thoroughly. The 

literature has to be investigated, evaluated, and selected independently. The composition 

should be executed methodically and systematically with respect to quality and quantity. 

The literature should be balanced in several relations. On the one hand, different sources 

should be used (journals, books, working papers, official statements, ...). On the other hand, 

one should assure a sensible weighting respective to the following aspects: theoretical vs. 

empirical, English-speaking vs. non-English-speaking, recent vs. historical, supporting vs. 

rejecting. It is crucial to keep a discerning view, since the loss might lead to content related 

and formal one-sidedness.  

1.4 Data  
 

If an empirical study is part of the thesis, it is crucial to pay attention to the reliability of the 

data sources. Appropriate sources are e.g. Thomson Financial Datastream, DAI-Factbook, 

DAFOX (University of Karlsruhe) etc. The selection of data has to be determined 

methodically and justified. Depending on the research question, a random sample or an 

intentional selection depending on certain criteria may be reasonable. The data may be 

examined in a cross-sectional, longitudinal, or panel study. The awareness and handling of 

potential biases, such as the “survivorship bias”, “missing values”, outliers etc. is of 

particular importance. When applicable, an estimation and validation sample should be 

employed. The data source has to be stated explicitly in the text.  

1.5 Argumentation 
 

As already mentioned in chapter 1.2, the argumentative part should be divided clearly in 

descriptive and valuating parts. Both parts require a meticulous analysis of the topic as 
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well as an impartial consideration of the relevant literature. If thoughts of others are 

borrowed, they have to be expressed completely and in due consideration of the context. 

They should always be analyzed critically in order to establish an own and reasonable 

argumentation. Critical remarks should be well-founded and statements should be 

justified. 

The own valuation and argumentation should be comprehensive and clearly worded. 

Strongly simplifying and broadly phrased statements should be avoided. It is important 

to stick to definitions and premises that are once formulated.  

1.6 Sorting pattern 
 

The following order of the individual parts of the thesis should be maintained: 

§ Cover page (page I, page number omitted) 

§ Table of contents (page II, display of page number starts here) 

§ Table of figures, tables, symbols, and abbreviations (in this order) 

§ Text (starting with page 1, until the end of the paper, with Arabic numerals) 

§ Appendix (optional) 

§ Bibliography 

§ Sources 

§ Affidavit 

1.7 Hierarchy of texts 
 

The hierarchy of a master or diploma thesis (term paper) should not exceed more than 

four (three) levels. Demonstrated at part two the level consist of 

2 Part 

2.1 Chapter 

2.1.1 Section 

2.1.1.1 Sub-section 

If a subcategorization is used, the subitem 2.1 has to be followed by a subitem 2.2 
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1.8 Footnotes 
 

Footnotes are used for annotations, for example additional information, explanations, or 

cross references. Those should be used sparsely. Forward references should be avoided 

particularly. Footnotes of all kinds have to end with a full stop. The text of the footnote 

has to start on the page where the footnote is inserted.  

The position of the number of a footnote has to be accordingly: If the annotation that is 

given in the footnote text refers to the statement of a whole and completed sentence, the 

footnote has to be inserted behind the final character of this sentence. If the annotation 

only refers to one term of a sentence, the footnote has to be inserted directly after the 

respective word.  

1.9 Abbreviations 
 

Within the text body, abbreviations should be used as sparsely as possible. Only 

commonly used abbreviations (please refer to the Oxford dictionary) such as e.g., etc., 

app. are accepted. They do not have to be inserted in the table of abbreviations. 

Abbreviations due to convenience such as “Fed” are not permitted. All abbreviations, 

except of those listed in the Oxford dictionary should be written out when used the first 

time and the abbreviations should be given in parenthesis. The abbreviations can be 

used in the following in the short form and have to be included in the table of 

abbreviations. A consistent use of symbols should be employed throughout the whole 

thesis in order to make the presentation as concise and precise as possible. 

1.10 Figures and tables 
 

Figures and tables should be used to support the explanation of facts or circumstances. 

They should not be misused to neither extend the length of the thesis nor to circumvent 

the verbal explanation of a difficult item. The design should be informative and clearly 

arranged. The specific design depends on the intended function. The tables and figures 

that are used in the thesis have to be numbered consecutively. A caption to each figure 

and table has to be inserted which explains the content. If other than ones’ own ideas 

and thoughts are used in the illustration the source has to be indicated in a footnote. 

Figures and tables can be entered in the text. Extensive illustrations may be included in 

the appendix. In general, all important figures and tables should be part of the main 

body, while supplements and further information can be illustrated in the appendix. 
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2 Formal requirements 
 

2.1 Number and types of copies 
 

All kinds of theses have to be handed in as duplicates at the chair. Furthermore, a file 

(pdf format or Microsoft Word) and an additional anonymized file without your 

personal data (preferably Microsoft Word format) have to be sent or handed in for a 

plagiarism check. 

2.2 Binding 
 

Diploma and Master theses have to be bound and endued with a hard cover. Term 

papers should be joint with a paper clip or alternatively with a loose-leave binder or 

folder. 

2.3 Paper type 
 

White DIN A-4 paper (typewriter paper) has to be used and printed single sided in 

upright format. 

2.4 Number of pages and length 
 

Diploma and master theses should not exceed a length of 50 pages while term papers 

should not be longer than 12 pages (text including footnotes, figures and tables, except 

indices and appendix). Exceedances and undercuts of these limits of more than 10 % are 

not permitted and will result in a deduction of the grade. 

2.5 Page count 
 

All pages have to be numbered except of the cover page. The cover page and the indices 

are indicated by Roman numerals. Those are given after the cover page (beginning with 

page II). The page count with Arabic numerals starts at the first page of the text and 

ends with the last page of the thesis (refer to chapter 1.6). 

2.6 Page margins 
 

Following margins of the page have to bet set: 4cm on the left-hand side, 2,5cm on the 

right-hand side, the bottom and the top of the page. 
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2.7 Line spacing 
 

All theses have to be written with a line spacing of 1,5. Footnotes are written with a 

single-spaced line pitch. 

2.8 Text attributes 
 

Please use the font „Times New Roman“ in size 12. The footnotes can be written in size 

10. 

Formatting (such as font sizes, bold, italic) should be used sparsely in order to maintain 

comprehensibility. You will probably have the best appearance from formatting your 

text as Block (justified). 

Headlines should be highlighted with broader spacing and aligned with left margin (do 

not center headlines). An accentuation with different font styles or colors should not be 

done. 

2.9 Appendix 
 

Figures and tables that are not included in the text body but in the appendix should be 

referenced at an appropriate place in the text with a reference such as “cf. Appendix I”. 

If several illustrations are included in the appendix their order has to be according to 

their occurrence in the text. 
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2.10 Affidavit 
 

For all theses an affidavit is required with the following wording: 

 

“I certify that I wrote this term paper / diploma thesis/ master thesis personally and that 

I did not use outside help in any way. Additionally, I certify that neither this thesis nor 

parts of it have been used by myself or by others as an academic attainment elsewhere. 

Adoptions in letter or in substance from other writings or publications in printed or 

electronical form are indicated. All literature and sources are shown and listed in the 

bibliography. The same holds for graphical illustrations and images, as well as for all 

internet resources. 

Furthermore, I agree that my thesis can be handed in and saved in an anonymized and 

digital form in order to assess plagiarism. 

I am aware that the correction and valuation of this thesis can be desisted if I do not sign 

this declaration.” 

 

Mannheim, Date                                (personal signature) 
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3 Method of citation 
 

3.1 Generally 
 

All quotations have to be marked according to the following rules. It is important to 

quote correctly and to ensure that every citation can be verified. Please make sure that 

citations are made in the original context and are not used in a context different from the 

one used by the author. 

3.2 In-text quotations 

3.2.1 Usage of the “short quotation” 
 

For references in the text the so called short quotation can be used, regardless of the first 

or repeated use of the citation. For publications with up to two authors state all authors 

separated by an “&” and followed by the year of the publication. In case of collective 

publications of more than two authors you are required to state the name of the first 

author with the addition “et al.” and the year of the publication:  

 

Example: (Kuhnen & Niessen-Ruenzi, 2010)   up to two authors 

  (Focke et al., 2014)     more than two authors  

If several publications of the same author and the same year are being quoted in the 

thesis, they should be distinguished with a small Latin character:  

  

Example: (Adam, 1995a) 

  (Adam, 1995b) 

Generally two different types of quotations have to be distinguished, direct quotations 

and indirect quotations. 

3.2.2 Direct quotations 
 

Direct quotations in the text start and end with quotations marks. Their wording has to 

be exactly the same as in the source. Omissions in a quote are market by three periods 

(...). In case that a quotation is extended in a verbatim citation, the addition has to be set 

in parentheses and a footnote has to be added with the remark ‘Parentheses by the 
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undersigned’. Emphases in the original source should be adopted. For direct quotations 

it is required to state the exact page number of the cited sentence. 

Example: (Heinen, 1987, S. 87) 

A direct quotation should in general not exceed two to three sentences. If longer 

quotations seem to be necessary they should be indented in the text and written single 

spaced to set the quotation apart from the text. In general one should examine if the 

content cannot be presented and written in own words. Therefore, direct quotations 

should be used sparsely. 

Direct quotations, in a language other than English, require a translation. Please also 

provide the original text in a footnote and state the name of the translator. 

3.2.3 Indirect quotations 
 

An indirect quotation (mutatis mutandis) does not replicate the exact wording of the 

author of the source but does adopt the ideas and thoughts or refers to ideas and 

thoughts of an author. It has to be made clear which part of the paragraph/sentence was 

written based on the ideas of a specific author. This can be done by the positioning of 

the parenthesis. If the indirect quotation refers to a whole and finished sentence, the 

parenthesis has to be set before the punctuation mark.  

Example: Men, who are more prone to be overconfident than women, trade more 

and perform worse than women (Barber & Odean, 2001). 

Alternatively, the reference to a publication can be made by directly stating the name of 

the author in the text followed by the year of the publication. 

Example:  Odean (1999) proposes that investors manage the problem of choosing 

among thousands of possible stock purchases by limiting their search to 

stocks that have recently caught their attention. 

Repeated and consecutive quotations of the same source should be avoided. Thus, if 

several sections or pages refer in spirit to a specific author, this has to be stated as 

follows: 

1) Repeated consecutive quotations of the same source within one paragraph: 

Citation only at the end of the paragraph.  

2) Repeated consecutive quotations of the same source across consecutive 

paragraphs: Citation at the end of each paragraph. 
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3) Repeated consecutive quotations of the same source across consecutive 

paragraphs and pages: Citation at the end of each paragraph that refers to ideas 

of a specific source. 

There is no need to state exact page number(s) if you refer to a general finding of the 

paper. However, if you refer to a specific detail or if you quote directly, please refer to 

the exact page number(s) within your text. 

Example:  The authors quantify the spread in returns as seven percentage points p.a. 

(Barber & Odean, 2011, p. 5). 

3.2.4 Citing a source within a source 
 

As a matter of principle, the original source – the so called primary source – should be 

quoted. Only if the original source is not accessible a citation of a source within a 

source may be adopted. The footnote does refer to the original source 

Example: (Kieser & Kubicek, 1983, pp. 337-339) 

While the bibliography specifies 

Kieser, A./Kubicek, H. (1983). Organisation, 2. Ed., Berlin/New/York, pp. 337-339. 

(quoted by Köhler, R., Profit Center im Marketing, in: Poth, L. (1988). Marketing, 

Neuwied, p. XXX). 

3.3 Bibliography 
 

The bibliography has to contain the complete titles of all quoted sources (but only 

these!). An exhaustive reference always ends with a period. If the editor, instead of the 

author, is stated, this has to be marked by the addition ‘Ed.’ for a single editor or ‘Eds.’ 

for several editors. If it is impossible to identify the author of a reference, the publishing 

institution may be stated as author. If the author is not sensible, the expression ‘None to 

claim their bones’ is given in the bibliography as well as in the in-text citation. If the 

publishing date cannot be identified the year is replaced by the abbreviation ‘n.d.’ (= no 

date).  

In general, the latest edition of a book has to be used except it is intended on purpose to 

refer to an older source.  

The bibliography is sorted alphabetically with respect to the name of the first author of 

the sources.  
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If several sources of the same author of the same year are stated they are arranged 

chronologically – beginning with the oldest. In the following, some examples 

demonstrate how different types of sources should be displayed (remark: the 

bibliography should not be subdivided with respect to different types of sources). 

 

1. Books: 

Surname, First Name (abbreviation) (Year). Title, Edition, Place of publication. 

e.g. Hartmann-Wendels, T., Pfingsten, A., and Weber, M. (2000). 

Bankbetriebslehre, 2nd Ed., Berlin, Heidelberg. 

2. Dissertation and thesis:  

Surname, Name (abbreviation) (Year). Title, University where the dissertation was 

written, Dissertation. 

e.g. Pfister, D. (1998). Imitationsverhalten und Preisentwicklung von Wert-

papiere, Universität Mannheim, Dissertation. 

3. Chapter or article in anthologies:  

Surname, Name (abbreviation) (Year). Title of chapter/article, Title of the 

anthology, Editor, Place of publication, Page(s). 

e.g. Henze, H. (2000). Die Berücksichtigung des Börsenkurses bei der 

Bemessung von Abfindung und variablem Ausgleich im 

Unternehmensvertragsrecht, Festschrift für Marcus Lutter zum 70. 

Geburtstag: deutsches und europäisches Gesellschafts-, Konzern- und 

Kapitalmarktrecht, Schneider, U. (Ed.), Köln, pp. 1101-1111. 

4. Journals:  

Surname, Name (abbreviation) (Year). Title of the article, Title of Journal, 

Issue/Volume, Page(s). 

e.g. Kahneman, D. & Tversky, A. (1979). Prospect Theory: An Analysis of 

Decision under Risk, Econometrica, Vol. 47, No. 2. pp. 263-292. 

5. Newspaper article: 

Surname, Name (abbreviation) (Year). Title of the article, Title of the newspaper, 

Publishing date, Page(s). 
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e.g. Biel, M. (2001). Immer mit der Ruhe: US-Börsenpsychologe Terrance 

Odean über die falsche Ungeduld von Anlegern und den Vorteil, eine 

Frau zu sein, Stern, Issue 8, 15.02.2001, p. 126. 

6. Working Papers: 

Surname, Name (abbreviation) (Year). Title, Publishing institution, Working Paper, 

Number, Publishing date. 

e.g. Addoum, J., A. Kumar, N. Le, and Niessen-Ruenzi, A. (2015). 

Geographic Contagion and Loan Spreads, Universität Mannheim, 

Lehrstuhl für Corporate Governance, Unpublished Working Paper, 

15.11.2015. 

7. Internet sources:  

Surname, Name (abbreviation) (Year). Title, Internet address, Date of retrieval. 

e.g.  Deutsche Bundesbank (2003). Bankenstatistik Richtlinien und 

Kundensystematik, 

http://www.bundesbank.de/stat/download/stat_sonder/statso1.pdf, 

04.08.2003. 

 

Internet sources should only be used if no printed version of the source is available or if 

the printed version is only be accessible with substantial effort. If the source is sensitive 

with respect to time (e.g. stock market data) it may be useful to extend the date of 

retrieval with more detailed information such as time of retrieval and the respective time 

zone (e.g. CET). 

3.4 Sources 
 

Legal texts have to be included in the sources instead of the bibliography. 

When referring to a law it is crucial to use the latest version, which also has to be 

stated in the bibliography, for example 

Kreditwesengesetz as in force on 9 September 1988 (BGBl. I p. 2776), as amended 

specified in article 4 paragraph 8 on 30 July 2009 (BGBl. I p. 2437). 

If several versions are used or compared to each other, it has to be obvious in the 

footnote to which version it is referred. 
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4 Plagiarism check 
 

All theses may be checked for plagiarism, i.e. adoption of texts from thirds without 

appropriate quotations. A specialized program such as turnitin will be used. 
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Appendix I: Example cover page for term papers 
 

 

 

 

(Title) 

 

 

 

Term Paper 

 

 
 

 
Presented at the chair of Corporate Governance 

Prof. Dr. Alexandra Niessen-Ruenzi 
University Mannheim 

 

 

 

in (FSS/HWS Year) 

 

 

 

by 

(Name) 

(Address) 

(Program of study, number of semesters) 

(Matriculation number) 
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Appendix II: Example cover page for master theses 
 

(analogous for diploma theses) 

 

 

(Title) 

 

 

 

Master Thesis 

 

 
 

 
Presented at the chair of Corporate Governance 

Prof. Dr. Alexandra Niessen-Ruenzi 
University Mannheim 

 

 

 

in (FSS/HWS Year) 

 

 

 

from 

(Name) 

(Address) 

(Program of study, number of semesters) 

(Matriculation number) 
 


