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1 Preliminary remarks 

At the beginning of writing your seminar paper, Bachelor's or Master's thesis, after you have 

gained an initial overview of the problem area, you should talk to the responsible supervisor 

at the chair. They will provide you with appropriate assistance in interpreting and defining 

the topic. It is advisable to arrange further consultations after completing the table of con-

tents (i.e., the outline of your thesis) to clarify general questions regarding the correct topic, 

focus and content. 

A sensible, clear outline is an essential requirement for a seminar paper, Bachelor's or Mas-

ter's thesis. For agreed appointments, it is essential that you send the current outline to the 

supervisor in advance by e-mail. It will then be much easier and more efficient to discuss 

the content of certain individual aspects based on this outline. It is also helpful to email the 

supervisor in advance with any questions that may have arisen. 
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2 Formal requirements 

The following formalities must be observed for the technical preparation of a seminar paper, 

Bachelor's or Master's thesis:  

 Seminar papers Bachelor 
theses Master theses 

Number of copies file* 2 printed copies + file* 

File submission Upload to Stud.IP** 
USB drive at the chair on the 

binding deadline 

Deadline by 12.00 noon on the binding 
deadline 

Printed copies on the binding 
deadline 

at the examination secretariat 
(Prüfungssekretariat)  

Binding  binding and hard cover 

Paper  DIN A4 sheets  
written on one side 

Length: characters in 
the text (incl. foot-
notes, spaces and ta-
bles, excluding sum-
mary, lists and appen-
dix)*** 

Individual works: 
25,000 to 30,000 

Group work: 
40,000 to 50,000 

40,000 to 
50,000 75,000 to 85,000 

* Theses and seminar papers must (additionally) be submitted as PDF and Word files. In ad-
dition, all electronically available sources (e.g. articles from e-journals) including PDF 
printouts of cited websites (or saved as screenshots) as well as any Excel files, data in sta-
tistical software format or similar must be submitted (via USB drive). 
The data used must be submitted in a raw version and a final version, including comments. 
In addition, the statistical analysis of the data must be recorded in the form of a code. This 
can be done, for example, in the context of Stata in the form of a do-file with comments, en-
abling the replicability of the results presented. 
** If the data limit is exceeded, the data will be submitted to the chair via USB drive.  
*** Tables are not to be inserted as image files. 

 Seminar papers Bachelor's and Master's the-
ses 

 Font  

Font size 12 (point), in footnotes 10 (point) 

Font Times New Roman 

 Alignment justified 

 Edge  

left 2.5 cm 

right 5 cm 

top 3 cm 

below 3 cm 
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 Seminar papers Bachelor's and Master's the-
ses 

 Line spacing  

in paragraphs one and a half line 

in footnotes and in the  
bibliography 

single-line 

between paragraphs two-line 

 Headings bold, else as defined above 

 Ordering scheme 

Title page 
Table of contents  

List of abbreviations List of 
symbols 

List of figures  
List of tables  

Declaration on the use of AI 
Text  

Appendix  
Bibliography 

Blank sheet  
Title page  

Summary (Extended Abstract)  
Table of contents  

List of abbreviations  
List of symbols  
List of figures  
List of tables  

Declaration on the use of AI 
Text  

Appendix  
Bibliography  

Declaration of authorship1  
 blank sheet 

 Contents Title page 

Topic of the thesis  
Seminar paper, Bachelor's thesis or Master's thesis  

submitted to: Name of examination supervisor and chair  
Name of university  

Name of faculty  
Submission deadline  

First name and last name  
Address  

Semester number, subject area and matriculation number  
Telephone number and e-mail address 

 Page numbering  

Cover page, title page,  
affidavit 

No numbering 

Table of contents,  
further lists and sum-

mary 
Roman numerals throughout, starting from "I" 

Text pages, appendix, 
bibliography 

Arabic numerals throughout, starting from "1" 

 Table of contents  
 (Outline) 
 

Decadal system 

                                                 
1 An examplary declaration of authorship can be found in the appendix. 
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Language 

Both German or English is possible. German papers should not be written in the "I" or "we" 

form, although this is common in English-language journals.  

 

Special features of group work 

In the case of group work (term papers as part of Bachelor's or Master's seminars), the 

individual headlines in the table of contents must be marked with the name of the author. 

The parts written by the individual group members should be approximately the same size. 

The introduction and the conclusion are exempt from individual marking of the author.  

 

General 

Individual deviations must be discussed with the respective supervisor. If something is not 

regulated here or in the following, choose a sensible procedure yourself. 
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3 Formal content requirements 

3.1 Summary (Extended Abstract) 

Bachelor's and Master's theses should contain an abstract. This takes the form of an ex-

tended abstract. Here you summarize the research question, your research design, the 

methodology used, data and results. The maximum length of the abstract is one page. The 

same format requirements apply as for the rest of the text.  

 

3.2 Table of contents (Outline) 

The table of contents must show the relation to the topic in all parts. 

The table of contents should be clear and free of overlaps.  

The table of contents should make the course of the investigation fully comprehensible. 

The individual items of the table of contents are to be provided with the corresponding page 

references. 

In addition to the text headings, the table of contents also contains references to existing 

lists and the appendix, in each case with the corresponding (Roman) page numbers. 

 

3.3 List of figures and list of tables  

The figures and tables used in the work must be numbered consecutively. Tables are not 

to be inserted as image files. 

Figures and tables should be captioned, and a brief description of the content should be 

added directly below the figure or table (the point size and line spacing of the description 

should be the same as for footnotes). Examples can be found in any high-quality journal. 

If the illustration is based on ideas from another source, the source of the literature must be 

referred to in a footnote. If the reproduction is unchanged, the word "Source:" should be 

placed in front, if the reproduction is slightly altered, "Based on:" should be placed in front. 

If several tables or figures are used to explain a subject, it may be useful to place some 

tables and figures in the appendix. 

 



Guidelines for seminar papers, Bachelor's and Master's theses at the Chair of Finance and Bank-
ing 

 

6 

3.4 List of abbreviations and list of symbols 

Abbreviations are to be avoided in the current text. Only abbreviations that are common in 

general usage (e.g., i.e., etc.) and those commonly used in the subject area are permitted. 

All abbreviations that are not generally known must be summarized and written out in full in 

the so-called list of abbreviations. The first time an abbreviation/symbol is used in the text, 

a definition of the abbreviation/symbol is required. 

 

3.5 Declaration on the use of AI 

If you use AI tools (e.g., ChatGPT, Grammarly, etc.) in crafting your thesis, briefly list all the 

tools you used. Also explain how and where you used them (e.g., for language polishing, 

creating Stata code, etc.). 

 

3.6 Introduction and conclusion 

For seminar papers, bachelor's and master's theses, the introduction and conclusion should 

be one to two pages each. 

The introduction should clarify and motivate the subject, aim and methodological structure 

of the work. The course of the study should be well explained. In particular, use the intro-

duction to present and emphasize the special features of your work and your own achieve-

ments. 

The conclusion can take the form of a conclusion and/or an outlook on further problems, 

approaches, etc. Choose a suitable heading accordingly. 

 

3.7 Appendix 

The appendix, which directly follows the text, serves to supplement the work. 

It should increase the comprehensibility of the work without impairing the readability of the 

text. All parts of the appendix must be directly related to the text. This reference is demon-

strated by explicitly referring to each appendix in the running text or in a footnote. 

 



Guidelines for seminar papers, Bachelor's and Master's theses at the Chair of Finance and Bank-
ing 

 

7 

3.8 Bibliography 

The bibliography includes all sources cited in the work. Conversely, it must not contain any 

non-cited sources. 

The order of the sources listed is based lexicographically on the names of the authors or, 

where applicable, the year of publication (the listing of the sources below is for illustrative 

purposes). If the names and years are the same, the sources should be distinguished by 

adding letters (a, b, ...). As far as formalities are concerned, please refer to the examples 

below. The following special features should be noted: As a rule, only the year (volume) of 

the journal should be mentioned, but not the issue number (see example of journal articles). 

If the journal is paginated by issue, i.e. each volume starts with page number 1, the issue 

number must be given in addition to the volume, e.g. 60 (3). In some current publications in 

particular, the individual article no longer has a page number within the issue; the article is 

simply assigned a number. In this case, the number of the article should be listed instead 

of its page number (see example below Cheng et al.). You will find a citation style we have 

created for the Citavi program, which implements the specifications for bibliography and 

citations, in the Stud.IP course for your seminar or you will receive it from your supervisor. 

This style is based on that of the Journal of Banking and Finance and thus on the current 

publications on Elsevier. Even when using a citation program, you must ensure that titles 

are spelled consistently. For example, English titles should be written in lower case with the 

exception of the first word; in German titles, the beginning of sentences and nouns should 

be capitalized in accordance with standard spelling. For journal names, make sure that no 

abbreviations are used, e.g. The Journal of Business is the correct spelling instead of J 

BUS. Both of these changes can be corrected in Citavi so that the sources can be properly 

incorporated into your work. 

Example journal articles: 

Ang, A., Hodrick, R.J., Xing, Y., Zhang, X., 2006. The cross-section of volatility and ex-
pected returns. The Journal of Finance 61, 259-299. 

Ang, A., Hodrick, R.J., Xing, Y., Zhang, X., 2009. High idiosyncratic volatility and low re-
turns: International and further U.S. evidence. Journal of Financial Economics 91, 1-
23. 

Bali, T.G., Cakici, N., 2008. Idiosyncratic volatility and the cross section of expected re-
turns. Journal of Financial and Quantitative Analysis 43, 29-58. 

Bali, T.G., Cakici, N., Whitelaw, R.F., 2011. Maxing out: Stocks as lotteries and the cross-
section of expected returns. Journal of Financial Economics 99, 427-446. 

Cao, J., Han, B., 2016 Idiosyncratic risk, costly arbitrage, and the cross-section of stock 
returns. Journal of Banking and Finance 73, 1-15. 
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Cheng, X., Wang, H., Wang, X., 2022. Common institutional ownership and corporate so-
cial responsibility. Journal of Banking and Finance 136, 106218. 

 
Guidelines cannot cover every special form of possible sources. The following are typical 

forms that should be used as a guide: 

For books: 

Fabozzi, F.J., Fabozzi, F.A., 2021. Bond markets, analysis, and strategies. The MIT 
Press, Cambridge, Massachusetts.  

Wooldridge, J.M., 2016. Introductory econometrics: A modern approach, 6th ed. Cengage 
Learning, Boston, USA. 

For contributions to edited volumes: 

Amihud, Y., 1993 Evidence on exchange rates and valuation of equity shares. In: Amihud, 
Y., Levich, R.M. (eds.) Exchange rates and corporate performance. New York, 49-59. 

Berblinger, J., 1996: Market acceptance of rating through quality. In: Büschgen, H.E., 
Everling, O. (eds.) Handbuch Rating. Gabler Verlag, Wiesbaden, 21-110. 

 

For working papers and the like: 

Allayannis, G., 1997. The time-variation of the exchange rate exposure: An industry analy-
sis. Working paper, New York University. 

Duarte, J., Kamara, A., Siegel, S., Sun, C., 2012. The common components of idiosyn-
cratic volatility. SSRN Journal. https://doi.org/10.2139/ssrn.1905731. 

Koch, E.B., 1984. The measurement of effective exchange rates. BIS Working Papers 
No.10, Basle. 

Loretan, M. Indexes of the foreign exchange value of the dollar. Federal Reserve Bulletin 
No. 91, 1-8 . 

 

For Internet sources: 

Fink, L.D. A Fundamental Reshaping of Finance. https://www.blackrock.com/ch/individ-
ual/en/larry-fink-ceo-letter?switchLocale=Y. As of 26/09/23. 

Governance & Accountability Institute, Inc., 2022. all-time high of sustainability reports 
among u.s. publicly-traded companies: 96% of S&P 500 and 81% of Russell 1000. 
https://www.ga-institute.com/research/ga-research-directory/sustainability-reporting-
trends/2022-sustainability-reporting-in-focus.html. As of 26/09/23. 
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3.9 Citation 

A prerequisite for the scientific treatment of a topic is a thorough study of the literature. 

Every text passage taken verbatim from other sources, every reference to the ideas of a 

third-party authorship and every direct or indirect adoption of data and other facts from con-

tributions by an external authorship must be marked. 

In the following cases, verbatim copies are possible: 

• when it comes to conceptualizations and definitions, 

• in text-critical discussions, i.e. when one has to analyze and interpret the specific 

statements of an authorship, 

• for particularly concise formulations that should be emphasized accordingly. 

The rule is to use verbatim reproductions as rarely and briefly as possible! 

Verbatim citations (quotations) must be enclosed in quotation marks. If such quotations are 

incomplete, two periods should be used instead of a single omitted word; if two or more 

words are omitted, three periods should be used. Explanatory or supplementary additions 

to a quotation are indicated by square brackets. Translations by the author are to be marked 

as such. 

The purpose of analogous citations is to reproduce the thoughts - not the words - of an 

author. They are usually introduced by footnotes with the additions "Cf." before the source 

reference. 

The source is usually indicated in a footnote on the relevant page of the paper. For formal 

requirements for references, see 3.10. 

 

3.10 References in footnotes 

Every literal and analogous quotation must be accompanied by a reference to the source, 

which appears as a footnote on the relevant page. 

Footnotes should primarily contain references to sources and the appendix. In rare cases, 

it may be advisable to mention a secondary idea in the footnote to make the text easier to 

read. 

The citation of sources in footnotes refers directly to the corresponding citation in the bibli-

ography. In addition, an exact(!) page reference is always required. 
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If reference is also made to a specific study in the body text by stating the author's name, 

the year of publication of the study must be given in brackets after the author's name (see 

example below). 

 

Basic structure for references 

SurnameAuthor1 and SurnameAuthor2 (year [letter if applicable]), p. XXX. 

SurnameAuthor1 and SurnameAuthor2 (year [letter if applicable]), pp. XXX-YYY. 

With more than two authors: 

SurnameAuthor1 et al. (year [letter if applicable]), p. XXX. 

SurnameAuthor1 et al. (year [letter if applicable]), pp. XXX-YYY. 

 

Note: When using the Citavi Add-In, the user must "Insert with options" and set the page 

number and, if necessary, the prefix "Cf." 

If several sources are cited in immediate succession in a footnote, they should first be or-

dered by year of publication and, if they are identical, lexicographically by author. 

 

Examples of references and footnotes: 

Continuous text: 

[...] The versatility of QUAD for the valuation of derivatives was demonstrated by Su and 

Chen (2017). They applied computational acceleration techniques in the valuation of Euro-

pean plain-vanilla options to stochastic volatility with jumps. These computational acceler-

ation techniques allow for more accurate and effective computation with multiple observa-

tion points.1 [...]  

________________________ 

1 See Su and Chen (2017), p. 24. 
2 See Artzner et al. (1999), p. 205. 
3 Cf. Bartel (1990), pp. 54-55. 
4 Cf. Basel Committee on Banking Supervision (1999a), pp. 50-53; Brealey and Myers (2000), pp. 

33 and 89-94. 
5 Cf. Bartel (1990), p. 54-55; Artzner et al. (1999), p. 206; Basel Committee on   

 Banking Supervision (1999b), pp. 66, 68 and 70-74. 
 

Inaccurate page references such as "p. 66 f. or p. 66 ff." should be avoided. 
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3.11 Formulas 

Formulas must be numbered consecutively so that they can be referred to in the body text. 

Within formulas, symbols and variables are shown in italics, matrices and vectors in bold 
and numbers in normal type. Mathematical operators are also not shown in italics or bold 

(e.g. +, –, min, max). An exception to this are operators that consist of a single letter and 

are therefore shown in italics, such as variance and expected value: V(X) and E(X) 

Examples of formulas: 

Solution of the optimization problem OLS: 
b = (X′X)–1 X′y            (1) 
 
Variance of b: 
V(b) = E[(b – β)(b – β)']          (2) 
 
Density standard normal distribution: 

f(x) = 1
σ 2π

 exp(–0.5x )2          (3) 

 

Least squares dummy variable regression (LSDV): 

yit = ∑

j = 1
N αi dij + X´

itβ + εit         (4) 

 

3.12 Miscellaneous 

In each paragraph, the central statement should be highlighted. Essential keywords or parts 

of the respective sentence should be marked in bold. On the one hand, this helps you to 

check whether a paragraph is limited to essential information. On the other hand, it helps 

the support staff to better understand the flow of your thoughts.  
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4  Assessment criteria 

The basic assessment criteria are identical for all forms of seminar papers and theses, alt-

hough the requirements and our expectations are adjusted to the form (seminar paper or 

thesis) and the stage of study (Bachelor's or Master's). 

However, the assessment is always based on the following criteria: 

• Structure and topic coverage 

• Content presentation 

• Conclusions, logic and reasoning skills 

• Inventiveness and depth of the investigation 

• Literature processing, source study and citation methods 

• Style, expression and presentation 

• Formalities (spelling - punctuation - typeface) 

• Special own contribution 
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5 A checklist for content requirements  

Control questions about the structure 

1. Is the structure logical? 

2. Is the thought process clear? 

3. Are the problem complexes considered in a balanced way in the structure? 

 

Control questions on the logic and justification of the conclusions 

1. Are the premises of the analyses clearly formulated? 

2. Has meaningless babble been dispensed with? 

3. Is a clear distinction made between factual findings and value judgments? 

4. Have all important arguments been taken into account? 

5. Are sentences and paragraphs clearly coordinated? 

 

Control questions on style and expression 

1. Is the style factual? 

2. Is the sentence structure clear and concise? 

3. Do the sentences reflect the train of thought logically? 

4. Are buzzwords, phrases and platitudes avoided? 
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6 FAQ 

How many sources must be included in the bibliography? How many sources per page? 
There is no "optimal" or "minimum" number. Ultimately, it should be appropriate to the topic. 
If the focus is on the evaluation of the empirical results, fewer sources are needed than if 
the focus is on previous research or when dealing with a specific methodology.  
 
How many footnotes should I put on each page? 
There is no "optimal" or "minimum" number. Ultimately, it should be appropriate to the topic 
and the work. Many footnotes alone are not a quality criterion. 
 
Which sources should be preferred? 
As a rule, academic journal articles are to be preferred to textbooks, anthologies, newspa-
pers or similar.  
 
How can I assess the quality of a source ex ante? 
There are various journal quality rankings for scientific journals. This is usually (not always) 
a good proxy for the quality and relevance of the article. The most important in Germany is 
the ranking of the German Academic Association of Business Research (VHB), which can 
currently be found at “VHB Publication Media Rating 2024” 
https://www.vhbonline.org/fileadmin/vhb/Services/vhb-rating/BA-FI/VHB_Rat-
ing_2024_Area_rating_BAFI.pdf.  
 
Should I cite the original works or is the corresponding textbooks or secondary literature 
sufficient? 
As a rule, the original sources are to be preferred. In individual cases, textbooks and sec-
ondary literature may also (or additionally) be cited if it is easier to read.  
 
How often can/should I take advantage of supervision meetings? Does the number have an 
influence on the grade? 
In principle, you can take advantage of supervision meetings if you think it is necessary 
and useful. In this respect, the number has no influence on the grade. However, you 
should not have every "little thing" "approved". We will point this out to you if we think you 
are "overdoing it". However, experience shows that there are usually no problems. 

https://www.vhbonline.org/fileadmin/vhb/Services/vhb-rating/BA-FI/VHB_Rating_2024_Area_rating_BAFI.pdf
https://www.vhbonline.org/fileadmin/vhb/Services/vhb-rating/BA-FI/VHB_Rating_2024_Area_rating_BAFI.pdf
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Appendix: Declaration of authorship (example) 

(only for Bachelor's and Master's theses ) 
 
 

Declaration of authorship 
 
I hereby confirm that I have written this thesis independently; any ideas taken directly or 
indirectly from external sources are marked as such. 
 
The work has not yet been submitted to any other examination authority and has not yet 
been published. 
I am aware that an untrue statement will have legal consequences. 
 
 
Passau, __________ 
 
_____________________ 
 Signature 
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