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1 Preface 

These guidelines will discuss the prerequisites, the organisation as well as the time frames 

applied when writing a master thesis at the Chair for Strategic and International Manage-

ment. Moreover, students can find formal guidelines as well as additional advice.  

 

2 The Basics 

The following paragraphs will shortly explain the basics that need to be taken into account 

when writing a dissertation. When writing a paper in English, special rules apply with re-

gard to capitalisation of headings (following title case). In headings, words are generally 

capitalised. There are few exceptions: articles (a, an, the), coordinating conjunctions (and, 

but, or, for, nor, etc.) and prepositions (fewer than five letters: on, at, to, from, by, etc.) will 

not be capitalised. Always capitalise the first and last word of the heading. 

 

2.1 Time Frames 

Usually, the working time for the master thesis will be four months. Master’s degree can-

didates will be supervised by a member of the chair, who will answer questions and handle 

problems during the process.  

With the date of submission, the students will have to hand in three printed versions at the 

examination office. Moreover, the chair will receive an electronic version of the thesis 

(PDF). Further instructions can be found within the examination rules for master students 

as well as on the boards of the chair.  

 

2.2 The Abstract 

The abstract needs to be handed in to the supervisor before writing the thesis. It contains an 

outline of the proposed work as well as a rough structuring (3 levels max.). The abstract 

should contain the following: 

(1)Theory 

Deduced from a research gap: which is the problem of your work? 

(2)Question 

Which are the aims of your work and, therefore, which working questions arise? 

(3)Method 

How do you want to approach your topic (empirically or conceptually)? If you 

write an empirical piece: which method(s) are you going to use (qualitative or 

quantitative)? 
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(4)Results 

Which results do you expect after methodically working the topic? 

(5)Theoretical Contribution  

What is the contribution of the results of your work (readdressing the research gap 

from (1))? 

(6)Works Cited 

Name your most important literature/your basic literature 

(7)Format 

Write your name, your matriculation number and the topic of your work in each 

header. Font size will be Times New Roman 12 pt. (Arial 11 pt.) in continuous 

text. Headlines will be sized Times new Roman 14 pt. (Arial 13 pt.). 

The abstract will use full justification and hyphenation, as well as 1.5 line spacing. 

Margins will be as follows:  

Margin left:  3,0 cm  

Margin right  2,5 cm  

Margin top:  2,0 cm  

Margin bottom: 2,0 cm  

Pages will be numbered using Arabic figures. The first page will thus be numbered 

“1”. At the end, note your word count and the date of submission. 

 

3 Formal Guidelines to the Thesis 

The paper will be written on one page of the paper exclusively. Paper size is DIN A4. Your 

work should not exceed 60 pages, including all tables, figures, and works cited (overall 

length: between 55 and 60). Font size will be Times New Roman 12 pt. (Arial 11 pt.) in 

continuous text. Headlines will be sized Times new Roman 14 pt. (Arial 13 pt.) and footers 

will be Times New Roman 10 pt. (Arial 9 pt.).  

 

3.1 Spacing, Page Layout and Page Numbering 

The thesis will use full justification and hyphenation, as well as 1.5 line spacing; within the 

footers there will be single spacing.   
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Margins will be as follows: 

 Margin left: 3,0 cm 

 Margin right: 2,5 cm 

 Margin top: 2,0 cm 

 Margin bottom: 2,0 cm 

 

Pages will be numbered using Arabic figures. The first page will thus be numbered “1”. 

All other pages, excluding the title page, will be consecutively numbered using Roman 

numerals. Consequently, after the Arabic numbered part the Roman numerals will continue 

(for example „IV“).  

 

4 On Content and Structure 

A master thesis consists of several parts. An in-depth examination of the topic will be done 

within the body of the work. Further parts, like the table of contents, list of figures and 

tables, works cited etc. are mostly used to ensure the reader can follow the structure of the 

work as well as the works cited. 

Specifically, a master thesis should be structured as follows:  

 

 title page (see chapter 4.1) 

 table of contents (see chapter 4.2) 

 list of abbreviations (see chapter 4.3) 

 list of figures (see chapter 4.4) 

 list of tables (see chapter 4.4) 

 the body of the text (see chapter 4.5) 

 annex (see chapter 4.6) 

 works cited (see chapter 4.7) 

 statutory declaration (see chapter 4.8) 

 

4.1 Title Page  

The title page should be arranged as follows: 
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[Title of the Work] 

 

 

 

Masterarbeit zur Erlangung des akademischen Grades 

„Master of Science (M.Sc.)“ 

 

eingereicht bei 

 

Prof. Dr. Mike Geppert 

Professur für Allgemeine Betriebswirtschaftslehre/ 

Strategisches und Internationales Management 

 

an der 

 

Wirtschaftswissenschaftlichen Fakultät  

der Friedrich-Schiller-Universität Jena  

 

 

 

 

 

Betreuer:  [Supervisor X] 

Abgabedatum:  [Date] 

 

Eingereicht von: [Name] 

 [Address] 

 [E-Mail] 

 [Course of Studies] 

 [Matriculation Number] 
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4.2 Structure of the Work and Table of Contents 

The table of contents will reflect the outline of your work and, therefore, its logical struc-

ture. Moreover, it shall hint at the contents of the work. Thus, it is important to use short, 

concise wording as well as precise reference to the respective contents. Especially the fol-

lowing aspects shall be borne in mind:  

 The different levels of the work will be referenced decadal, meaning only Arabic fig-

ures will be used (no letters!). The table of contents will show the singular levels of the 

work in an orderly fashion, arranged one below the other.  

 The different headings will be referencing their respective pages. 

 If the parts of the work are of the same importance content wise, they shall be on the 

same formal rank within the table of contents. 

 Each further divided article needs to contain at least two subitems. 

 Each heading needs to convey the content of the respective article. 

 Different subitems should not be overlapping too much with regard to content. Further-

more, they need to depict the ideas of the superordinated item . 

 Headings need to convey meaning (for example “Depiction and Evaluation of the Upp-

sala-model“ instead of “The Upsalla-model“). 

 

4.3 Abbreviations and List of Abbreviations 

The list of abbreviations serves to explain the abbreviations used in the thesis.  Each ab-

breviation generally used within the field of study is to be itemised. Possible abbreviations 

are:  

 GNP  = Gross National Product 

 IAS  = International Accounting Standards 

 WTO  = World Trade Organisation 

 

Long terms, which play a central role in the thesis and are used extensively, should not be 

abbreviated, unless a universally acknowledged abbreviation exists. Should that be the 

case, it needs to be listed in the list of abbreviations. When the term is mentioned for the 

first time, it needs to be written in full. The abbreviation put in brackets immediately after 

the text indicates a further usage of the abbreviation. Usual abbreviations like e.g., i.e., etc. 

do not need to be itemised. 
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4.4 Figures, Tables and Their Respective Lists 

On principle, figures and tables should be designed by oneself and not be copied from ex-

isting works. Should they be reminding closely of another piece of work (content wise or  

visually), these need to be cited as source. The citation will be made through usage of the 

word “Source:“ below the figure/table. Should the tables/figures have been modified, that 

will be signified through the addition of „in reference to:“ below the figure/table. In case of 

one’s own depiction, no further reference needs to be made.  Tables and figures need to be 

clearly named and to be numbered continuously with Arabic figures (“table 1”, “figure 1” 

etc.). The most important deductions and results should be shortly explained in the text.  

The list of tables as well as the list of figures serves to give an overview of the graphics 

and tables used in the thesis. Therefore, all figures and tables of the text and the annex are 

to be referenced in the respective lists with number, title and page.  

 

4.5 The Body of the Text 

A first chapter of your thesis should be an introduction, within which the problem, im-

portant definitions and the approach applied in the work shall be introduced to the reader. 

Specifically, the formulation of the research question is of high importance. It needs to be 

made clear which are the goals of the thesis, why the topic is relevant, and what this thesis 

can do to shed light on the topic.  

It needs to be continually re-examined whether the single chapters of the thesis are relevant 

to address the research question. Headings need to be as concise as possible and reflect the 

golden thread of the work. Moreover, it is essential the work follows a clearly structured, 

logical line of argumentation as well as objective depiction of the facts.  

The last chapter of the work will re-evaluate the problem(s) addressed in the introduction. 

Important results need to be depicted and concatenated to allow the reader an overview of 

the newly gained insights. 

In general, headings are not to be placed directly beneath another heading. Between two 

headings is at least on paragraph of text, whereby it is important to note that a paragraph 

always contains more than one sentence. 

 

4.6 Annex 

The annex contains all the material which would disturb the reading flow/flow of argumen-

tation within the body of the text but are crucial to its understanding, like extensive figures 

and tables, lengthy letters of law, questionnaires, etc. There shall be no horizontally for-

matted tables and figures 
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4.7 Works Cited 

The List of Works Cited contains all sources quoted in the text or in the annex. Additional 

material must not be cited. All sources are to be arranged alphabetically according to au-

thor name. In case of several publications by one author, they need to be listed chronologi-

cally, starting with the oldest title. In case of several publications by the same author with-

in the same year, they shall be distinguished from one another by adding minuscule letters. 

The list of works cited must not differentiate between monographs, journal articles, anthol-

ogies, etc. 

In general, works cited need to allow the reader to find the source of the text. Therefore, 

lecture notes and similar documents are not to be used as sources. To cite a source, the 

following data are indispensable: 

 

4.7.1 Monographs 

Name(s) and Initial(s) of the given name(s) of the author(s), ed(s). if required. Academic 

titles are not mentioned (year of publication): title including subtitle, volume, edition (not 

in case of a first edition), place of publication. For example:   

 

Daniels, J.D., Radebaugh, L.H., Sullivan, D.P. (2004): International Business, 9. Aufl., 

New Jersey.  

Hungenberg, H. (2006): Strategisches Management in Unternehmen, 4. Aufl., Wiesbaden. 

 

4.7.2 Journal/Newspaper Articles 

Name(s) and Initial(s) of the given name(s) of the author(s), ed(s). if required. Academic 

titles are not mentioned (year of publication): title including subtitle of the article, in: title 

of the journal/newspaper, Volume, Number, first and last page of the article. For example:  

 

Rost, K.; Salomo, S. & Osterloh, M. (2008): CEO Appointments and the Loss of Firm-

specific Knowledge – Putting Integrity Back into Hiring Decisions, in: Corporate 

Ownership and Control, 5 (3): 86-98. 

Morck, R., Yeung, B. (1991): Why Investors Value Multinationality, in: The Journal of 

Business, Vol. 64, S. 165-187.  

 

4.7.3 Articles in Anthologies 

Name(s) and Initial(s) of the given name(s) of the author(s), ed(s). if required. Academic 

titles are not mentioned (year of publication): title including subtitle of the article, in: Ini-
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tial(s) of prename(s) and name(s) of editor(s) (ed(s).), title of anthology, edition (not in 

case of a first edition), place of publication, first and last page of article. For example: 

 

Bausch, A. (2006): Branchen- und Wettbewerbsanalyse im strategischen Management, in: 

D. Hahn, B. Taylor (Hrsg.), Strategische Unternehmungsplanung – Strategische 

Unternehmungsführung, 9. Aufl., Berlin u.a., S. 195-214.  

 

4.7.4 Electronic Publications 

Cited internet publications need to be accessible. Additionally, since electronic publica-

tions can be changed at will, repositioned, deleted and at times changed without permis-

sion, should they not be secure, they need further details. These include the exact URL as 

well as the date of the latest access. For example:  

 

Deutsche Börse (Hrsg.) (2006): Patentvermarktung – Investieren in Ideen, http:// 

www.deusche-bank.de/presse/de/content/presse_informationen_2006_3254.htm?m

onth=2, 06.01.2006. 

 

Egerer, M., Wackerbauer, J. (2006): Strukturveränderung in der deutschen Wasserwirt-

schaft und Wasserindustrie 1995-2005 – Endbericht Oktober 2006, 

http://www.bmwi.de/BMWi/Redaktion/PDF/S-T/studie-wasserwirtschaft,property=

pdf,bereich=bmwi,sprache=de,rwb=true.pdf, 06.01.2006.  

 

4.7.5 Sources Without Indication of the Author 

Sources without indication of the author, such as annual reports will be listed alphabetical-

ly, according to the letter the title of the work starts with. At times, it might be appropriate 

to us e additional information, such as the title of the series or additions like “Working 

paper“, “Discussion paper“ etc. 

 

4.8 Statutory Declaration  

The last page of the master thesis, will not be numbered, is reserved for the statutory decla-

ration:  
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5 Explanatory Notes on Quotations and Footers 

Quotations denote the use of foreign ideas. It is therefore crucial to ensure all citations can 

be tracked. Each quotation needs to be checked if it references the idea(s) intended by the 

author. Specifically, it needs to be made sure that the quotation is not being used out of 

context. Additionally, quotations need to be handled with care when used as a source. Im-

maculate citation is an expression of scientific work. All sources need to be read and re-

ferred to in their original setting. Secondary citations are to be avoided, where possible. 

Scientific encyclopaedia may be cited. However, WIKIPEDIA is an online encyclopaedia, 

which is being attributed by a number of non-scientific authors. It may not be used as a 

source of citation.  

General knowledge does not need to be cited in a dissertation. The same goes for relevant 

technical terms as well as mathematical formulas.  

 

5.1 Use of Direct Quotations 

In the interest of a stylistic argumentation, direct quotations should be avoided. If they are 

applied, it is necessary to make sure that the adaptation is grammatically correct and does 

not change the ideas of the source. Literal quotations are made known through inverted 

commas and are ended that way. The citation of the source follows directly after the sen-

tence, indicated through brackets. If a source has been written by more than one author, 

their names are divided from each other through a slash (/). In the case of more than three 

authors, only the first mentioned author will be named, followed by the abbreviation “et 

I declare that I have developed and written the Master Thesis completely by myself, and 

have not used sources or means without declaration in the text. Any thoughts from oth-

ers or literal quotations are clearly marked. The master Thesis was not used in the same 

or in a similar version to achieve an academic grading or is being published elsewhere.  

 

[Location], [Date]        [Signature] 

 

 

There are no objections on the parts of the author to make this Master Thesis available for pub-

lic use. 

 

[Location], [Date]        [Signature] 
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al.” Should more than one publication by the same author originate in the same year, the 

date will be followed by a minuscule letter. In case of a citation of several authors with the 

same last name, their initials need to be added. Examples for direct quotations are:   

 Corporate governance can hence be recognised as “the structures and processes by 

which an organi[s]ation’s assets and activities are overseen” (Hambrick et al. 2008, p. 

384).  

 “The strategic management process is a sequential set of analyses and choices that can 

increase the likelihood that a firm will chose a good strategy, that is a strategy that gen-

erates competitive advantages“ (Barney/Hesterley 2006, S. 5). 

 

In the case of the usage of direct quotations, it is necessary to apply certain rules if cita-

tions are being disrupted or extended. Extensions, which are applying a change to the orig-

inal quote, are to be put in brackets and followed by the cue “(…A/N)” (author’s note). 

Should it be necessary to shorten a quotation to make it fit grammatically, the respective 

parts are characterised through „[…]“.  

 

5.2 Use of Indirect Quotations 

Indirect (analogously) quotations are at hand whenever any form of textual reference or 

statement referring to a source is made. They are furthermore being used as a supporting 

argumentation through the usage of foreign ideas, without repeating them literally. The 

facts and circumstances need to be rewritten; only slight deviations from the original (for 

example through substitution of single words) do not qualify. The citation follows in 

brackets directly after the sentence, introduced through the abbreviation “cf.” (confer). 

Should several pages be referenced, this needs to me made known through the addition of  

“p. 23f.“ – in the case of a single page following the denoted page – or “p.23 ff.“ – in the 

case of multiple pages following the denoted page.  

If a statement is based on several sources, they need to be separated by a semicolon. Ex-

amples for indirect citations are: 

 McSweeney criticises Hofstede’s data set, concluding that one multi-national company 

would not be enough to account for national differences in the absoluteness it has been 

done (cf. McSweeney 2002, p. 108). 

 Agency problems arising through said separation of ownership and control have been 

detected as early as 1932 (cf. Berle/Means 1932, p. 112ff.) and have received consider-

able academic attention ever since (cf. Elston/Goldberg 2003, p. 1392).  
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5.3 Footers 

Footers are used to provide additional information or in-depth explanations, which would 

be a hindrance to the flow of argumentation. Moreover, they can be used to provide cross-

references to other parts of the work.  

Text and footers on each page are to be separated by a line.
1
 Footers are to be numbered 

continuously. Each one starts with a capital letter and ends with a period. On rare occa-

sions, it is possible to format the footer so that it encompasses more than one page. In this 

case, the footer is – without additional numbering – to be ended on the following page, 

equally separated through a line from the body of the text.  

The positioning of the footer in the text makes known to the reader which part is being 

referred to: the foot note will be placed directly behind a word, should it be tying on to a 

singular term. It will be placed behind a punctuation mark, if it is referring to a clause, sen-

tence or paragraph. 

                                                           
1
 This is an example for the usage of a footer. 


