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This information sheet will provide general advice on developing and writing seminar
papers at the Chair of Public and Nonprofit Management. Further and more detailed
information can be found in various books and booklets on “academic research and
writing” (see references).

After the completion of your paper, it has to be handed in before/on the due date in
word/open office and pdf format with the course instructor.

LAYOUT
The layout has to fulfill the following standards:

e The following parts have to be included:
o Cover Page
o Table of Contents
o Potentially indices of tables, figures, abbreviations and/or appendices
o Affirmation and consent to the checking for plagiarism (see below)
e Fontsize: 10-12 (compliant with font)
e Font: optional (e.g. Cambria, Calibri, Garamond, Times New Roman; no Arial)
e Line Spacing: 1.5 as a maximum
e Orientation: justification (do not forget to turn on hyphenation)
e Margins: left: at least 3.5 cm; right: at least 3 cm; top and bottom: at least 2 cm
e Leave spacing of at least 6 before a new paragraph. Choose spacing that is
smaller than a full line.
e Number headlines
e All pages have to be numbered continuously. Roman letters can be used for
indices.

CITATION STYLE

Only in-text citation should be used (“author-date style“). Do not use citations in foot-
or endnotes. The citation style is optional. However, the following things need to be
considered:

e The same format needs to be used within the entire work,
e The cited entries should be assignable,
e The author/creatorship should be recognizable in the reference.

When you are unsure of what citation styles are common and how different types of
sources are being cited, please refer to the literature below.

COVER PAGE
The cover page should at least provide the following information:

e Title of paper

e Title of seminar and name of course instructor/supervisor

Name, matriculation number, address and email address of the author
Course of studies of author

e Semester



AFFIRMATION AND CONSENT TO THE CHECKING FOR PLAGIARISM

At the end of the paper, an affirmation should be placed. The following text is recom-
mended:

[ hereby confirm that solely I am the author of this paper and have not used
other sources and resources than the ones cited.

The paper on hand is free of plagiarisms. All information that has been ex-
tracted directly or indirectly from other works is marked as such and listed in
the table of references.

This work has not been handed in as an assessed assignment with another
examiner and has not been published before.

Below the affirmation should be your consent to your paper’s checking for plagiarisms
through a plagiarism detection software. For this the following text is recommended:

[ have been informed that a plagiarism detection software will be used in or-
der to check my paper for its legitimacy. [ am aware that my anonymized paper
will be analyzed in a secure domain of a server outside of the European Union
and is temporarily saved there. For this, no personal data will be transmitted.

[ hereby consent to the checking of my paper through a plagiarism detection
software under the before mentioned conditions.

The affirmation as well as the consent to the checking for plagiarisms has to be dated
and signed by your own hand.

LITERATURE RECOMMENDATIONS
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CHECKLIST PAPERS

Before you hand in your paper please check if the following points are included/ful-

filled:

¢ Layout Requirements:

o
o
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Font size: 10-12 (compliant with font)

Font: optional (e.g. Cambria, Calibri, Garamond, Times New Roman; no
Arial)

Line Spacing: 1.5 as a maximum

Orientation: justification (do not forget to turn on hyphenation)
Margins: left: at least 3.5 cm; right: at least 3 cm; top and bottom: at
least 2 cm

Leave spacing of at least 6 before a new paragraph. Choose spacing
that is smaller than a full line.

Number headlines

Page numbers

e Required word count/length adhered?
e Cover page with:
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Title of paper

Title of seminar and name of course instructor/supervisor

Name, matriculation number, address and email address of the author
Course of studies

Semester

o Table of contents and if required other indices
o List of references
o Affirmation

O

Signed

e Consent to the checking for plagiarism

O

Signed

e Handing in via email to the course instructor

O
O

Word-/OpenOffice-file
And pdf-file



