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1. Preliminary remarks 

This guideline supplements and specifies the citation guidelines of the Institute of Busi-

ness Administration (BWI) at the University of Stuttgart. It is intended to provide assis-

tance in the preparation of a thesis and to provide information on formal requirements. 

The specifications in these guidelines are binding and should be taken into account when 

writing a thesis at the Department of Finance. Any deviations from these guidelines must 

be discussed in advance with the thesis supervisor. The theses supervised at the Depart-

ment of Finance are generally empirical theses, i.e. theses that contain their own empiri-

cal analysis. Therefore, the structure described in these guidelines is designed for empir-

ical theses. In particular, these guidelines also contain information on how the data and 

programs used in the thesis must be handed in when submitting the thesis. The possibil-

ities to access our databases and to download data for the thesis can be discussed with 

the supervisor. When researching literature, it is advisable to make full use of the possi-

bilities offered by the academic libraries in the region of Stuttgart (Stuttgart University 

Library, BWI Institute Library, Württemberg State Library, etc.). Furthermore, the data-

base information system (DBIS) provides an overview of the licensed databases of the 

University of Stuttgart. The VHB publication media ranking (in particular the area rating 

for banking and finance) can be used to assess the academic quality of publications. 

 

2. Scope, structure and formal requirements 

2.1 Scope of a thesis 

A Bachelor's thesis should have between 30 and 40 pages (continuous text without out-

line, appendix, etc.). The length of a Master's thesis should be between 50 and 70 pages 

(continuous text without outline, appendix, etc.). This length also includes tables, graphs 

and figures to which the text refers. All content that is important for understanding the 

elaborations must be presented in the text body. Footnotes for sources or supplementary 

explanations are included.  
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2.2 Structure of a thesis 

The structure of the thesis and the numbering of the components as well as the type of 

page numbers in the respective components are described below. The following structure 

and sequence of the components of a thesis are desirable: 

Roman numbering: 

- Cover sheet (see Appendix 1) 

- Table of contents 

- List of abbreviations (+) 

- List of symbols (+) 

- List of figures and tables (+) 

Arabic numbering: 

- Text part 

Roman numbering: 

- Appendix (+) 

- Bibliography 

- Decision Directory (+) 

without numbering: 

- Declaration of authorship (see 3.11) 

The components of the structure marked with a “+” are not required if the respective con-

tent does not appear in the paper. For example, a list of figures is not necessary if the 

thesis does not contain any figures. 

The individual pages of the paper must be numbered consecutively. The text part of the 

paper should be numbered in Arabic numerals. All pages before and after the text section 

are organized consecutively with Roman numerals. The cover page is part of the num-

bering, but no page number is used. 

The declaration of authorship is not given a page number and is therefore not included in 

the table of contents. 
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2.3 Formatting 

The table below shows the specifications for formatting the thesis 

Font Arial 12pt or Helvetica 12pt 

Margins Top: 2 cm 

Bottom: 2,5 cm  

Right: 2,5 cm 

Left: 2 cm 

Line spacing 1,5 

Alignment Justification, hyphenation must be used  

Footnotes Arial 8pt/10pt or Helvetica 8pt/10pt, single line spacing,  

consecutive numbering 

Headings - of main sections: Arial 14pt an bold 

- of subsections: Arial 12pt and bold  

Sheet format DIN A4, labeled on one side  

Table 1: Formatting requirements for theses 

 

2.4 Mathematical formulas 

Formulas are centered in the text and must be numbered consecutively on the right-hand 

side of the page. Italics must be used to display formulas and symbols in the text. 

 

Example: 

𝑟 = 𝑟𝑓 + 𝛽(𝑟𝑚 − 𝑟𝑓)                                                      (1) 

The symbols used (e.g. 𝛽) are listed and defined in the symbol directory. When a symbol 

is used for the first time, it must be introduced briefly but clearly.  
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2.5 Citation 

The following points are based on the current edition of the APA Manual and provide a 

concise overview of the most important rules. Detailed information and further explana-

tions be found in the APA Manual.  

Paraphrasing 

Paraphrasing means expressing the thoughts or arguments of a source in your own 

words. In doing so, the author’s main ideas are summarized in a way that preserves their 

meaning. When paraphrasing, the original source must also be cited in the text. Include 

the author’s last name and the year of publication in parentheses. If the author’s name is 

mentioned in the sentence, the year and page number are placed in parentheses directly 

after the name.  

Examples: 

• Barros and Ferreira (2023, p. 2) show that the design of management control sys-

tems systematically supports innovation processes within companies. 

• Further empirical studies confirm this positive influence on corporate performance 

(Phan et al., 2023, p. 2). 

Direct quotes 

Direct quotations are adopted word-for-word. Short quotations (less than 40 words) are 

incorporated into the text using quotation marks. 

Examples:  

• “The rationality of ‘innovation’ therefore leaves its marks in the internal manage-

ment control practices that are in place within the company” (Barros & Ferreira, 

2023, p. 120).  

• Barros and Ferreira (2023) highlight that “the BSC and the strategy map are the 

most visible features of the management control practices within the company” (p. 

121). 

Long quotations (40 or more words) start on a new line, are indented by approximately 

1.25 cm, and are not enclosed in quotation marks. No additional space is inserted before 

or after the quotation. 
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At its core this system is an application and legitimization of this situated rationality 

of ‘innovation’. A practice implemented to manage the innovation projects and at 

the same time to improve the process. It is a signal for the achievement and sup-

port of product innovation. (Barros & Ferreira, 2023, p. 120) 

One author  

• Hiebl (2024, p. 54) demonstrates that the systematic integration of risk manage-

ment into management control systems improves organizational resilience. 

• A significant impact on organizational resilience was found (Hiebl, 2024, p. 54). 

Two authors 

• Barros and Ferreira (2023, p. 12) show that the design of management control 

systems systematically supports innovation processes within companies. 

• Similar correlations have been identified (Barros & Ferreira, 2023, p. 12). 

Three or more authors 

For three or more authors, only the first author is cited with „et al.“ starting from the first 

mention. 

• Phan et al. (2023, p. 2) show that the use of management control systems 

strengthens organizational capabilities and thereby significantly improves busi-

ness performance. 

• Further empirical studies confirm this positive impact on corporate performance 

(Phan et al., 2023, p. 2). 

Secondary literature  

If you cite a source that is mentioned in another source, cite both sources. You cite the 

original source, but you reference the secondary source from which you actually drew the 

information. 

Example: 

The strategic benefits of ESG described by Porter and Kramer (2006, cited in Eccles et 

al., 2014, p. 22) have been empirically confirmed. 

Only the secondary source is included in the reference list: Eccles et al., 2014 

Note: Secondary citations should be avoided if possible. 
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Multiple sources in one parenthesis 

When multiple sources support the same claim, they are listed alphabetically by author 

name and separated by semicolons. 

Example: 

Furthermore, with the help of modern e-government services, public servants are learning 

more about citizens than ever before (Ansell & Miura, 2020, p. 3; Gaozhao et al., 2022, 

p. 10). 

Multiple works by the same author in the same year 

When citing multiple works by the same author from the same year, they are distinguished 

using lowercase letters. 

Example: 

Various aspects of strategic management were analyzed (Kaplan & Norton, 1996a, p. 43, 

1996b, p. 40). 

For all citations, both direct and indirect, the exact page number of the source used must 

be provided. This rule ensures transparency and allows for clear traceability of the cited 

passages. 

 

2.6 Footnotes 

Footnotes are used for textual additions and explanations. Footnotes must be placed at 

the bottom of the corresponding page; they may be numbered consecutively. The number 

at the end of the addition or explanation may be superscripted or placed in parentheses; 

however, the chosen format must be used consistently (...1 or ... (1)). 
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3. Components of the thesis 

3.1 Cover sheet  

A cover sheet must be prepared for final theses. The following information should be 

included: 

- Title of the thesis, degree program, university and date of submission 

- Name and matriculation number of the author 

- Examiner and address of the institute 

 

The cover page should match the overall appearance of the thesis. A template for the 

design of the cover page can be found in the appendix of the guidelines (Appendix 1). 

 

3.2 Structure and table of contents  

The outline serves to provide clarity and shows the logical structure of the thesis. All 

chapters of the thesis must be listed in the table of contents with page numbers. The 

academic thesis should be structured in such a way that it has both superordinate and 

subordinate outline points. Equivalent topic blocks are on the same level. Outline points 

with only one sub-point are not permitted. The bullet points are numbered with a decimal 

structure. There is no point after the last section number (e.g. 3.2.2), except at the top 

level (e.g. 1., 2.). Subsections with less than half a page of text should be avoided. In the 

table of contents, all parts of the paper (with the exception of the cover page and table of 

contents itself) are listed with page numbers. However, only the chapters of the text are 

given outline numbers and not the lists or the appendix. An example of the formatting of 

the table of contents can be found in the appendix. (Appendix 2)       

                                                                                                                                                                                                          

3.3 List of abbreviations 

As a general rule, abbreviations should be kept to a minimum. Commonly used abbrevi-

ations such as “e.g.” or “etc.” can be used without having to be listed in the list of abbre-

viations. All other abbreviations used in the work (e.g. subject-specific abbreviations or 

journal abbreviations) must be defined when they are first used in the body text, e.g. 

“artificial intelligence (AI)”, and listed and defined alphabetically in the list of abbreviations. 
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Abbreviations that can be found in the bibliography or appendix must also be included in 

the list of abbreviations. 

 

3.4 List of symbols 

If symbols are used in the work, for example in mathematical formulas, these symbols 

must be listed and defined (alphabetically) in a list of symbols. Abbreviations for curren-

cies (€, $ ...) do not have to be listed here. 

 

3.5 List of figures and tables 

The tables and figures contained in the paper must be numbered consecutively (Table 1, 

Table 2, Figure 1, etc.). In the list of figures and tables, all tables and figures must be 

listed with their number, title and page number. 

 

3.6 Text part 

A scientific paper is divided into three central parts: Introduction, main body and conclu-

sion. The introduction is intended to introduce the reader to the topic. It explains the prob-

lem and the aim of the work and clarifies the relevance of the topic for science and prac-

tice. In the introduction, questions are raised that will be answered in the course of the 

work and the interest is defined (what is covered and what is not). In addition, the intro-

duction provides an overview of the structure and content of the thesis.  

In the main section, the content of the work is presented in a structured manner. A litera-

ture review shows the current state of research and places the work in the context of 

existing research. The overview of theory and existing literature should contain all the 

information that is important for understanding the subsequent analyses. Gaps or contra-

dictions in previous research are pointed out and hypotheses are derived and justified. It 

is clearly described which hypotheses / research questions the subsequent analyses ex-

amine and from what these are derived. This is followed by a section in which the data 

and methods used to answer the research question are described. This section describes 

the source of the data and how the data was collected, processed and analyzed. It is 
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explained why this methodology was chosen and, where applicable, why another meth-

odology was not used. The aim of this section is to make the collection and processing of 

the data as well as the methodology of the analysis comprehensible to the reader. With 

the help of this description, it should be possible to replicate the analysis. In the subse-

quent section, the results of the work are presented in a clear and structured manner. 

Depending on the topic, tables and figures are suitable for illustrating the results. In this 

section, the hypotheses and research questions that were formulated previously are an-

swered. The results of the work are interpreted statistically and economically and dis-

cussed critically. The own results are classified in the existing research and possible rea-

sons for contradictory findings are explained. Limits to the significance and comparability 

of the results are pointed out and possible sources of errors are described. If necessary, 

this section can also outline optimization approaches for future studies.  

The final section summarizes the main findings and results of the work. It shows the sig-

nificance of the results for science and practice and provides an outlook on the need for 

further research in connection with the topic. 

 

3.7 Tables and figures  

Tables and figures supplement the text and serve to visualize results or concepts. The 

text should refer to the tables and figures and explain them. Tables and figures are num-

bered consecutively and should be given a title. If necessary, they should be accompa-

nied by a short descriptive text that allows the reader to understand the table or figure 

independently of the text. For example, if a table shows the results of a statistical analysis, 

the descriptive text should include the type of analysis and the definitions of the variables 

and abbreviations in the table.  

All rows and columns as well as axes and graphs must be clearly labeled. If tables or 

figures are taken from external sources, they must be marked as such. The font size and 

line spacing in tables may be smaller than in continuous text. Care must be taken to 

ensure good legibility. 
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3.8 Bibliography 

All sources cited in the text must be listed in full in the bibliography at the end of the thesis. 

The purpose of the bibliography is to enable all readers to identify and locate the sources 

used. A key principle in compiling the bibliography is consistency—all entries must be 

uniform in style and format. 

• Start the bibliography on a new page at the end of the thesis. 

• Use a centered heading with the title: Bibliography. 

• List all cited sources in alphabetical order by the last name of the first author. 

o If there is no author, sort by the first meaningful word of the title. 

• Use double spacing throughout the bibliography and the same font and font 

size as in the main text (e.g., Arial 12 pt). 

• The second and all subsequent lines of an entry are indented (1.25 cm).  

• All entries end with a period, unless the last element is a DOI or a URL, in 

which case the period is omitted to preserve the functionality of the link. 

• No additional spacing is inserted between individual entries. 

Examples of entries 

a) Example: Book 

Author. (Year). Title of the book. Publisher. DOI / URL 

Kümper, T. (2024). Controlling: Eine Einführung mit Storytelling-Ansatz. Springer Gabler. 

https://doi.org/10.1007/978-3-658-43745-9 

b) Example: Book chapter 

Author of the chapter. (Year). Title of the chapter. In Editor (Ed.), Title of the book (page 

range). Publisher. DOI/URL (if available) 

Weber, J., Kummer, S., Großklaus, A., Nippel, H., & Warnke, D. (2019). A method for 

generating performance measures for logistics. In U. Schäffer (Ed.), Behavioral 

Controlling. Anniversary Volume in Honor of Jürgen Weber (pp. 67-86). Springer 

Gabler. https://doi.org/10.1007/978-3-658-25983-9_5 

c) Example: Journal article 

Author (Year). Title of the Article. Title of the journal, Volume (Issue), page range. DOI 



 

 
11 

 

Phan, T., Baird, K., Bhuyan, M., & Tung, A. (2023). The associations between manage-

ment control systems, organisational capabilities and performance. Journal of 

Management Control, 34(3), 435-462. https://doi.org/10.1007/s00187-024-00365-

6 

d) Example: Internet source  

Author. (Year, Month Day). Title of the article. Name of the website. URL, Date of last 

change or date of your access  

OECD. (2023, September 15). Climate-related financial disclosure and its implications for 

corporate reporting. OECD Policy Responses. https://www.oecd.org/finance/climate-fi-

nancial-disclosure-corporate-reporting, Status: 01.04.2024 

 

3.9 Notes on the use of internet sources 

When using online sources, there are a few special considerations to keep in mind due 

to the ephemeral nature of this medium. In general, Internet sources should be cited with 

the same care and in a similar manner as conventional literature, i.e., there must be a 

reference in the text and a citation in the bibliography that clearly indicates who the author 

of the source is, how current it is, and where it can be accessed. 

Furthermore, the corresponding web pages must be saved on a USB drive until the final 

grade is assigned. When doing so, ensure that the entire webpage is saved in a structured 

manner; it is not sufficient to archive only the HTML code—GIF and JPG images must 

also be saved. For better organization, it is advisable to create a separate folder for each 

source (webpage). 

Any PDF files used must also be saved. 

Please be particularly critical when selecting and evaluating internet sources! 

Example with short title 

IBM Deutschland (Umweltmanagementsystem), URL see bibliography 

Example with year 

Brehm (2000), URL see bibliography 

The bibliography should include the following information for online sources: 
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• The full source, including the complete URL. For dynamically generated web 

pages, the parameters used to generate the page (following the “?” in the URL) 

must also be included. 

For PDF files, the URL provided should refer to the specific PDF file (e.g., 

http://www.abc.de/research/report.pdf). For pages that use frames, care should be 

taken to ensure that the URL of the frame containing the relevant text is provided, 

not the URL of the HTML page that only contains the frame structure. 

• Name of the organization responsible for the page, e.g., “On the pages of the 

Chair of Business Administration and Business Informatics at the Institute of Busi-

ness Administration, University of Stuttgart” 

• The date of the last update to the page (e.g., “Last updated: May 11, 2025” or 

“Announcement dated March 2, 2026”) or, if this information is not available, the 

date of your access (“Accessed on April 11, 2026”) 

Example with short title 

IBM Deutschland (Hybrid-Cloud-Lösungen), Hybrid-Cloud-Lösungen, On the pages of 

IBM Deutschland, https://www.ibm.com/de-de/solutions/hybrid-cloud, Accessed 

on May 6, 2026 

Example with year 

Brehm, M. (2000), Fortran 90 unter UXP/V – Einführung, On the pages of Leibnitz-Re-

chenzentrums der Bayr. Akademie der Wissenschaft, http://www.lrz-muen-

chen.de/services/compute/vpp/compiler/f90.1.html, Last updated: November 28, 

2000 

 

3.10 Appendix 

All content that is relevant for understanding the text must not be included in the appendix 

but must be presented in the text. The appendix includes supplementary materials and 

documents that provide relevant additional information or that - for a variety of reasons - 

are difficult or impossible for the reader to access but are not essential for understanding. 

Materials that do not provide any relevant additional information or prove to be irrelevant 

in the context of the work are not to be listed in the appendix. 
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3.11 Declaration of authorship 

At the end of the thesis, a declaration of independent work and aids used must be at-

tached. This declaration must be signed by the author of the thesis. The wording of the 

following declaration of independence is translated from the citation guidelines of the In-

stitute of Business Administration:  

 

 

 “I hereby confirm,  

• that the work, or in the case of group work, the part marked accordingly, was writ-

ten independently,  

• that no sources other than those stated have been used and that all statements 

taken verbatim or in spirit from other works have been identified as such, 

• that no aids other than those specified have been used,  

• that the submitted work has not been the subject of another examination proce-

dure, neither in its entirety nor in significant parts,  

• that the work has not already been published, either in full or in part, and 

• that the electronic copy is consistent with the other copies. 

 

Stuttgart, the                                                                                               Signature“ 

 

3.12 Autonomy declaration in relation to generative artificial intelligence (AI) sys-

tems 

In addition to the declaration of authorship of the Institute of Business Administration, the 

Department of Finance also has a declaration on the use of artificial intelligence. In this 

declaration, the use of tools based on generative artificial intelligence (e.g., ChatGPT) 

and the individual contribution is made transparent. In addition to the declaration, the use 

of generative AI must be documented with appropriate documentation. An untruthful an-

swer to the declaration violates the declaration of originality. You will receive the declara-

tion from your supervisor. 
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3.13 Submission of the thesis 

You must submit your thesis in bound and digital form within the processing time. The 

number of bound copies to be submitted can be found in your examination regulations. 

You can submit the bound copies by post or in person. Please send a digital version of 

your thesis to Ms. Michaela Müller-Wittek (michaela.mueller-wittek@bwi.uni-stuttgart.de), 

including your data and calculations if applicable. All data used for the thesis as well as 

all calculations and programs (e.g. script files) required to obtain the results must also be 

submitted. Ideally, the data and programs should be submitted together with the digital 

submission by e-mail. If this is not possible, the files can be submitted on a storage me-

dium (e.g. a USB stick), which is enclosed with the printed copies. The data sets used 

must be clearly identifiable and traceable. The calculations carried out in the work must 

be verifiable. This includes both the underlying code and the programs required for exe-

cution. Furthermore, in addition to the declaration of originality, the use of generative AI 

must be maintained and proven in appropriate documentation (e.g., chat logs).
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