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[bookmark: _Ref1036313][bookmark: _Toc71185603]Introduction
Writing an academic paper is often a challenge for students, particularly when they first encounter the requirements governing the presentation and content of academic writing. The rules on the format of seminar papers and bachelor's and master's theses must be observed, and the discussion of the subject matter must also meet academic standards. Work in both areas is often equally good or equally poor; the quality of presentation and content frequently correlates strongly. 
This template (created by Achim Görres, email: a.goerres@hochschule-trier) is automated throughout. Its structure, heading levels and lists meet the requirements for written academic work. It is designed for Microsoft Office versions from 2013 onwards (Windows operating system). 
It focuses primarily on formal aspects. Other formatting options are possible. The lists contain arbitrary sample entries. The preliminary pages, which are not part of the main text, are numbered using Roman numerals. Other numbering systems are permissible. 
The text in this template provides general tips and tricks on presentation and content (without claiming to be exhaustive!). Otherwise, it can be treated as dummy text and dummy headings to be deleted and replaced. 
Please also note the common mistakes in academic work compiled by Prof. Keilus, which are listed in Appendix 1. Comparing your work against these mistakes allows you to check whether you are on the right track. 


[bookmark: _Toc71185604]Conceptual Foundations
In a chapter on the conceptual foundations, you can introduce the concepts / methods / models that underpin the main topic or research question and are needed to address it, and define terminology where relevant. 
[bookmark: _Toc391631128][bookmark: _Ref1036341][bookmark: _Toc71185605]General Content-Related Aspects of Academic Work
In general, five types of research questions can be distinguished (overlaps are possible):
1. Description of a situation, e.g. "Development of the market share of Japanese car manufacturers in the US automotive market from 2001 to 2010".
2. Explanation of a situation, e.g. "Reasons for the increased market share of Japanese car manufacturers in the US automotive market".
3. Prediction of a situation, e.g. "Forecast of the market share of Japanese car manufacturers in the US automotive market for 2020".
4. Design of a solution, e.g. "Design of a marketing strategy for General Motors to counter Japanese car manufacturers in the US automotive market".
5. Critique / evaluation of a situation, e.g. "Negative effects of the increased market share of Japanese car manufacturers in the US automotive market on the US labour market".[footnoteRef:1] [1:  For an example of this approach, see Bänsch/Alewell (2009), pp. 2-3. ] 

Possible approaches include:
· theory-driven investigation
· empirical investigation
· practical problem-solving
· evaluation of existing solutions
Since the purpose of science is to obtain "true" knowledge, written academic work must meet high standards with regard to several criteria:
· Objectivity (factual, unbiased and neutral work), 
· Validity (accurate work based on measurable procedures), 
· Reliability (methodologically appropriate and precise work), 
· Fairness (honest, ethical and respectful work), 
· Verifiability (work that can be verified and traced) and 
· Independence (working independently without outside assistance).[footnoteRef:2]  [2:  See, for example, Balzert et al. (2012), pp. 13-48. ] 

In general, your work should:
· build on scientific findings or the current state of academic debate in a particular field and 
· engage systematically with the academic views of others,
· develop your own ideas,
· arrive at new insights independently and without outside assistance,
· systematically examine those insights for their objective validity,
· present your own ideas and the views of others in a generally understandable form and
· thereby advance practice and the process of knowledge acquisition by a (small) step.[footnoteRef:3] [3:  See Sesink (2007), p. 9, or Kruse (1999), pp. 71-85. ] 



[bookmark: _Toc71185606]Specific Elements of an Academic Paper
The elements of an academic paper listed below can serve as a practical framework or foundation for addressing the substance of your research question. 
Clarify and keep the following in mind throughout your work, at all times:
1. [bookmark: _Toc71185607]Central question or problem (+ current situation)
2. Objectives of the paper
3. Framework conditions / premises
4. Relevant theories / models
5. Relevant practical alternatives
6. Formulation of results
Six Levels of Scientific Knowledge Acquisition
Be aware that, when addressing the substance of your research question, you should work clearly and consistently at the following levels. Your paper will not necessarily extend to levels five and six: 
1. Definition 	What are we talking about?
2. Classification 	What distinctions can be made?
What are we not talking about?
3. Description 	What is happening, and what is changing?
4. Theory / model 	a. What causes the changes?
(Cause => effect)
b. What can be expected in the future?
5. Technology 	How do we put it into practice?
6. Philosophy 	a. Value judgements
b. Technological means-end statements 
(If ..., then ...)


[bookmark: _Toc71185608]Formal Requirements - Correct Citation
Citing sources is useful and important: Examine, use and incorporate findings by others on your research topic from appropriate publications. Bear in mind that current academic debate takes place almost exclusively in academic journals. Consult the guides to academic literature research also provided by the Department of Business and the accompanying video:
https://www.hochschule-trier.de/hauptcampus/wirtschaft/studium/beratung-service/wissenschaftliches-arbeiten
An example of a paraphrase follows. Quotations and paraphrases must always be identified as such. Direct quotations should be avoided as far as possible; demonstrate that you can explain relationships in your own words: 
Example text with a paraphrase and a footnote citation: One possible comparative measure for assessing the attractiveness of investments in stocks is their return. Uncertain future returns have the properties of random variables.[footnoteRef:4]  [4:  See Schmidt/Terberger (1997), p. 314.] 

The citations in this template use a short form in footnotes. The short form is recommended. Full source details can then be found in the reference list. Alternative citation formats are possible, for example in-text citations using the Harvard system (see Schmidt/Terberger (1997), p. 314).


[bookmark: _Toc71185609]Formal Requirements - Tables, Figures, Equations and References
An arbitrary example of a table created by the author follows. Tables must be included in a list of tables and must always be discussed. 
In this document, table numbering and inclusion in the list of tables are automated. Lists can be updated by right-clicking (Update Field) or by selecting the section to be updated and pressing F9. 
	State of the world
	1
	2
	3
	4

	Probability of occurrence
	0.2
	0.3
	0.1
	0.4

	Expected return on stock 1
	0.11
	0.16
	0.12
	0.05

	Expected return on stock 2
	0.02
	0.22
	0.15
	0.18


[bookmark: _Ref343012739][bookmark: _Ref357011826][bookmark: _Toc1048923]Table 1: Example Data for Portfolio Theory
Select the example text in the next paragraph. The grey highlighting of the words "Table 1" shows that this is a cross-reference (References -> Cross-reference). It is updated automatically (the numbering is adjusted) if further tables are added or removed. This applies to all cross-references. 
Example text with a cross-reference: The following discussion considers three hypothetical stocks with the future states of the world listed in Table 1, the corresponding probabilities of each state and the future returns in each state. In this case, ...


An arbitrary example of a figure follows. The requirements just mentioned for numbering tables and including them in a list apply equally to figures. 

[bookmark: _Ref342999530][bookmark: _Toc135224010]Figure 1: Return-Risk Combinations (2-Stock Portfolios)
As a rule, figures should be created by the author rather than scanned from source materials and inserted. As with paraphrasing, demonstrate that you can identify the essential content and present it in your own way. Figures must also always be referred to in the text; they must never be left without discussion. 
Example text with a cross-reference: Depending on the proportions in which stocks 1 and 2 are combined in a portfolio, the return-risk combinations shown in Figure 1 are obtained. It can be seen that ...



An example of an equation follows. Equations are numbered consecutively, and the symbols used are explained and used consistently throughout. The common layout, with the equation on the left and its number aligned to the right, has been implemented here by placing the equation and its number independently in a borderless table with exactly two cells:
	
	[bookmark: _Ref1047921](1)


Where: 	: 	Stock market price of stock i at time t
: 	Dividend payment for stock i at time t
	: 	Return on stock i
Equations, too, must never be left without discussion in the text: 
Example text with a cross-reference: The relationship shown in Equation (1) can be explained as follows: When investing in stocks, investors receive dividends as a performance-related return for providing capital. When the equity security is sold, a further component of the return arises from the difference between the purchase and sale prices of the stock. In a single-period model, the return from the individual investor's perspective can therefore be determined by expressing the cash flows mentioned for period t+1 in relation to the purchase price of the stock at time t:[footnoteRef:5] [5:  See, for example, Schmidt/Terberger (1997), pp. 201 ff. ] 

MS Word provides an equation editor, which you can access under "Insert" -> "Equation". 
	
	






All headings in this template are designated as such; you can see this under "Home" -> "Styles" when you select a heading. Try it! Compare "normal" text and headings. Only headings are included in the table of contents. 
You can also refer to other chapter headings at any time by inserting a cross-reference (References -> Cross-reference). If the numbering of a heading changes, cross-references and table-of-contents entries are adjusted automatically when updated. 
This sentence contains an automated reference to Section 2.1 of the conceptual foundations chapter. 
New headings can be created easily, for example by copying and pasting existing ones. The numbering then adjusts automatically; only the heading text needs to be changed. 


[bookmark: _Toc71185610]Main Body
….. 
[bookmark: _Toc71185611]First Subsection of the Main Body
The resulting distribution was as follows: buyer group A 50%, group B 25% and group C 25%. 

[bookmark: _Toc135224011]Figure 2: Distribution of Buyer Groups[footnoteRef:6] [6:  See Scholl (2018), p. 124.] 


[bookmark: _Toc71185612]Second Subsection of the Main Body
….
[bookmark: _Ref355616278][bookmark: _Ref355700249][bookmark: _Ref378690437][bookmark: _Toc71185613]First Subsection of the Second Subsection of the Main Body
….
[bookmark: _Ref378690474][bookmark: _Toc71185614]Second Subsection of the Second Subsection of the Main Body
A new level should only be introduced into the outline if at least one further section follows at that level. Section 3.2.1 therefore had to be followed by at least Section 3.2.2. A section should be at least one page long (rule of thumb!). [footnoteRef:7]  [7: ] 

…
[bookmark: _Toc71185615]Further Subsection
…
[bookmark: _Toc71185616]Further Subsection
…


[bookmark: _Toc71185617]Conclusion
The aim of this bachelor's thesis was to ... To this end, ... It can be concluded that ...
….
Professors may have slightly different preferences regarding formal presentation (e.g. the citation style to be used, fonts, margin sizes, etc.). It is therefore always advisable to briefly discuss the required formatting with the relevant supervisor in advance.
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[bookmark: _Toc71185619]Appendix
[bookmark: _Ref358470007][bookmark: _Toc1048924][bookmark: _Toc391631153]Appendix 1: Common Mistakes in Seminar Papers and Theses
This section provides an overview of mistakes that frequently occur in written academic work. The points listed can be used for reflection and checking at every stage of writing a seminar paper or thesis. 
I. Content
1. Understanding the assignment
· The topic is not fully understood; individual aspects are not considered, and the relationships between those aspects are not worked out.
· The paper addresses a topic that does not follow from the assignment.
2. Structure and content of the paper
· Technical errors in the outline
· The logical progression of the outline is not apparent.
· The sections of the outline do not build on one another but stand in isolation.
· The headings are not informative.
· A heading is identical to the overall topic of the paper.
3. Comments on content
· The problem and objectives of the paper are only outlined superficially.
· Platitudes: "Globalisation and increasing dynamism ..."
4. Independence of the work produced
· Lack of independence in the work produced
· Too many direct quotations; insufficient reflection in the author's own words
· Figures and tables are reproduced unchanged, without an original contribution or presentation tailored to the context.
II. Scientific Method
1. Concept formation, definition and delimitation
· Terms are not introduced, are not defined at all, or are defined only later.
· Incorrect or imprecise formation and use of concepts
· Terms are not clearly distinguished from one another without overlap.
· Different terms are used for the same facts or circumstances.
· The notation changes with the source used, i.e. different symbols are assigned to the same concepts.
2. Line of argument and structure
· The chapter headings do not address the topic of the paper, or do not address it precisely.
· All headings at a lower level of the outline fail to address, or fail to address precisely, the topic of the heading at the next higher level.
· A section is subdivided, but only one subsection is provided: for example, Section 3 is to be subdivided, but only Section 3.1 is listed; Sections 3.2, 3.3, etc. are missing.
· The discussion within a section does not relate to its heading.
· The line of thought must be clear at every level. This applies both to the overall outline and to individual paragraphs, which must also be structured and follow a coherent line of argument.
· Transitions between individual chapters are often missing. The progression of the paper is not justified in terms of its content, either in the introduction or in the subsequent discussion.
3. Formulation of results
· Despite the problem described in the introduction, the discussion produces no result, or the result is unclear.
· The result has little connection with the problem raised in the introduction or with the objectives of the investigation.
· The result is not stated clearly; the candidate avoids taking a position.
III. Formal Presentation of the Topic
1. Citation style and literature
· If the task consists solely of summarising the literature, a sufficient number of the most important sources must be used.
· Paraphrased passages from the literature are not acknowledged at all or are given an incorrect reference.
· Passages reproduced word for word are not identified as direct quotations.
· References (e.g. in footnotes) are inconsistent: sometimes first names are written out, while elsewhere they are omitted or abbreviated. A short reference is used in one place (e.g. Kloock (1990), p. 515), but a full reference in another (e.g. Kloock, J.: Betriebswirtschaftliches Rechnungswesen, 2nd edition, Cologne 1997).
· Some authors are listed with titles (Dr., Prof.), while others are not. General rule: do not include titles.
· Padding the reference list: including sources in the reference list that are not cited in the paper.
· The reference list is not arranged alphabetically.
· Citing sources is one indicator of academic work. Engaging with the literature is therefore important. The emphasis is on engagement. There is no point in citing 50 sources on 20 pages without discussing their content. Sources alone, used without thought or purpose, are not enough.
2. Spelling and punctuation
· Unsatisfactory spelling and punctuation
3. Sentence structure, expression and style
· Long, convoluted and therefore incomprehensible sentences
· Incomplete sentences
· There is no independent, consistent and fluent style because sentences from original sources have been altered in only a few places using the MS Word thesaurus.
· Pretentious expressions such as "naturally", "readily apparent", "self-evidently", etc.
· The choice of words reveals a lack of structure (in addition, moreover, furthermore, ...).
· Academic clarity is confused with complicated wording.
· Excessive use of foreign words.
4. Visual presentation
· Figures are disproportionate in size.
· Ragged-right and justified alignment alternate.
· The font size used for the outline is disproportionately small compared with the rest of the paper.
· Poor printing or copying quality.
5. Other issues
· Figures are not linked to the text and are left without discussion.
· The appendix is not used as an appendix. It contains parts of the paper that are essential to understanding the text. An overly long paper is not shortened appropriately; instead, material that belongs together is split between the appendix and the main body.
· Paragraph breaks are not logical (e.g. a new paragraph is started after every sentence).
· No original examples are provided.
· Lists are incomplete or missing (e.g. lists of abbreviations or symbols).

….
[bookmark: _Ref358470065][bookmark: _Toc1048925]Appendix 2: Title of the Second Appendix
….




[bookmark: _Toc71185620]Declaration of Independent Work 
I hereby declare that I have prepared this paper independently and without unauthorised assistance from third parties. I have used no sources or aids other than those indicated and have identified direct quotations and paraphrases as such. 
· No AI-based tools for generating text or content have been used. 
· The use of AI-based tools for generating text or content is permitted by the subject-specific examination regulations or the module handbook, or has been expressly authorised by the examiner. I have received and complied with the documentation and labelling requirements specified in the subject-specific examination regulations or the module handbook, or prescribed by the examiner when the assignment was issued. Where required, I have listed the AI-based tools used to generate text or content in the appendix "Use of AI Tools" and identified the relevant passages in the paper. To the best of my knowledge and belief, I have checked the accuracy of all AI-generated statements and content incorporated into the paper. 
I further declare that I have not previously submitted this paper, in this or a similar form, for assessment. 
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