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Important information on the formal aspects of writing a bachelor thesis 

 

1. You can choose, in agreement with your supervisor, whether you want to write a thesis which  

a.  is primarily based on existing literature (“short thesis”; 8 weeks working time; 6 ECTS CP) 

b.  aims at solving an applied, practical-focused issue set by a company (“practical thesis”) or 

by your supervisor (“long thesis”; in both cases: 3 months working time; 12 ECTS CP). The 

practical or long theses may or may not be linked to a transfer module (6 ECTS CP). Please 

discuss this issue with our supervisor before you start the thesis. 

2. Once you have been given a date of submission by the exams office (Prüfungsamt), this deadline 

is fixed; you will fail your thesis if you miss that deadline.  

 

In exceptional cases, the chairperson of the examination committee (“Vorsitzender des 

Prüfungsausschusses”) can grant an extension of up to 4 weeks: 

 

You will have to apply for such an extension in agreement with your supervisor and have to prove 

in this application that you cannot be held responsible for the delay and that circumstances are 

exceptional. I.e., if you are working on a “practical thesis”, some delays in getting data or 

scheduling a meeting are always to be expected and have to be factored in to your original 

schedule and therefore would not be sufficient to claim an extension.  Your application for an 

extension should always be accompanied by a statement of your supervisor as to its causes and 

whether the supervisor supports it. 

 

If you are ill and afraid of missing the date of submission, you can also apply for an extension. In 

that case you will need a doctor`s certificate, stating the dates of illness and that you are unable to 

work on your thesis during these days. You will not have to state the kind of illness you have got. 

 

In case of doubt or if any problems arise, it is important to contact your supervisor immediately. In 

exceptional cases, you should also inform the programme director of EBP. 

 

3. If you fail your thesis, you will have one more attempt. 

 

4. If you feel you cannot handle the topic of the thesis given to you, you can “hand it back” without 

failing by informing the examinations office (“Prüfungsamt”) within 2 weeks of the official start 

date. You have this right only once; obviously, you cannot work on the same topic again 

afterwards. 

 

5. Your thesis has to follow accepted standards of scholarly work. In case of doubt, please look up 

what you have been taught in the module “German Academia & Society” and/or ask your 

supervisor in order to avoid plagiarism: 

 

a. You will have to quote all sources used including websites according to one established 

system (German DIN or APA; please check with your supervisor).  

b. If you cite a source from a website that can be changed, you will need to state not only the 

URL but also the date of your visit. You will need to save the page as well to be prepared 

for a possible discussion of content or sources. 

c. You should make sure that you use predominantly scholarly sources (textbooks, handbooks 

and academic journals), at least when dealing with the theoretical part of your thesis. This 

includes platforms dedicated to publishing scholarly works for free, such as the Social 

Science Research Network (ssrn.com). Commercial websites or company-sponsored 

research are only suitable if your topic concerns a company (e.g., if you analyze the business 



system or strategic positioning of a company), you incorporate a case study within your 

thesis, or you are describing and analyzing industry, product or technological trends, etc. 

that have not yet become the subject of scholarly works. 

d. As a rough guideline, a literature based thesis (6 ECTS CP) should consist of about 25 

pages; a practical thesis (12 ECTS CP) should consist of about 40 pages (all DIN A 4, ca. 

2000 characters per page). 

e. The thesis must be either bound or tacked in order to not be able to exchange pages 

afterwards. 

f. You will need a title page as shown below. Please make sure that the wording of the title of 

your thesis is exactly the same as on the document you received from the examinations 

office (“Prüfungsamt”) showing the submission date. “Referent” needs to be followed by 

the academic titles and name of your supervisor, “Ko-Referent” by that of the second 

marker. You should get this information from your supervisor or find it on the form you 

received from the examinations office showing the date of submission. 

 

 

You will need to hand in 3 copies of your thesis on paper, either by bringing them to the 

examinations office (“Prüfungsamt”) during office hours, dropping them in the mailbox after office 

hours, or by mailing them, with a postage stamp dated with the day of submission at the latest. 

 

Postal address: 

 

Fachhochschule Münster 

Prüfungsamt für die Studiengänge der Fachrichtung Wirtschaft 

Correnstrasse 25 

 

48149 Münster 

 

 

All 3 copies need to have as their last page a standardized statement (“Eidesstattliche Versicherung”) 

which states that you are the sole author of this thesis and did not use any other literature than the 

sources you cited. You will need to sign this page in each copy of your thesis. 

 

Here is the text of this statement: 

„Ich versichere, dass ich diese schriftliche Arbeit selbständig angefertigt, alle Hilfen und Hilfsmittel 

angegeben und alle wörtlich oder im Sinne nach aus Veröffentlichungen oder andere Quellen, 

insbesondere dem Internet entnommenen Inhalte kenntlich gemacht habe.“ 

 

Furthermore, you will need to attach a CD with two pdf files: 

1. your thesis without the list of literature used (max. 20 MB) 

2. the list of literature used. 

 

The CD will be checked using special software for detecting plagiarism. 



 


