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1. Introduction 
The format and structure of a seminar paper or scientific paper is usually specified by the respective supervisor.  
If the supervisor refrains from providing explicit guidelines, the following formats can be used, as discussed, for 
example, in the "Workshop for Academic Writing". 
 

2. Content/Structure 
There are a lot of different ways to write a scientific paper, but the following things should always be included. 

 

2.1 General Structure of a scientific paper 
• Title page 

• Table of Contents 

• Foreword/Preface 

• Main Body of the scientific paper 

• Afterword/Conclusion 

• Bibliography 

• List of Abbrevations 

• List of figures 

• Appendix 

• Sworn Declaration (usually only required when writing a thesis) 

2.2 Formats 
Category:  Formatting 
Page format DIN A4, single-sided 

Margins Left: 3.0 cm, right: 3.0 cm, top: 2.5 cm, bottom: 2.5 cm 

Line spacing 1.5 lines 

Font Easily readable font, e.g., Times New Roman, Arial, Calibri or Aptos 

Font size 11–12 pt 

Text format Justified 

Format for direct quotations  cursive 

Footnote text 9–10 pt, single-spaced 

Page numbers Page numbers should appear in the header or footer of each page. 

 
Note: 

• The footnote text appears at the bottom of the relevant page. The footnotes are numbered consecutively. 

• The page numbering is divided into two parts. After the Roman numerals, the text section switches to 
Arabic numerals, which continue consecutively up to and including the affidavit. The Arabic numbering 
starts again on page 1. 

For rough guidance here are the usual numbers of pages for papers: 

• Internship report: 10–15 pages 

• Seminar paper: 15–20 pages 

• Bachelor's thesis: 30–60 pages 

• Master's thesis: 60–80 pages 
These guidelines refer to text pages (including figures and tables) excluding appendices and can also differ in 
length depending on your lecturer. 
 

 

 



2.3 Title page 
The following information pertains to the content, not the font sizes or typefaces, of the title page. The title 
page should contain the following information: 

a) Information about the university and department 
b) Indication of the type of work 
c) Topic of the work 
d) Name of the author 
e) Name of the supervisor 
f) Processing period 

 

Example: 

Ludwigshafen University of Business and Society 
<Department> 

<Degree course> 
<Seminar paper>/< Scientific paper> 

Topic: 
 
 
 

 
Supervisor at the university: 

 
Prof. Dr. <…………………………...> 

 
Student number: <Number> 

 
submitted on: <Date> 

 

2.4 List of Figures / List of Tables 
Every illustration (figure or table) must have a title or caption. 
 
All illustrations in the text should be numbered. Illustrations that are not self-explanatory must have a caption. 
The source information is introduced with the word "Source" and appears below the illustration. 
 
For illustrations that you have created yourself based on an illustration from the literature, the following 
applies: Provide a complete source citation for the illustration you have based on, introduced, for example, 
with "based on". 
 

2.5 Abbreviations 
All abbrevations used, should be listed in a separate list either at the beginning or the end of the text. 

2.6 Appendix 
Except the Bibliography, an appendix is not mandatory, but should be used to provide further evidence 
concerning your scientific paper.  
It contains illustrations, tables and overviews, screenflows, source code, etc., that go beyond the general 
understanding of the topic or contain additional information. 
Additional examples: longer statistics or legal texts, meeting minutes, confidential sources. 
 
For practical work, questionnaires, forms, etc., must be included in the appendix. 
 
Items in the appendix should be renumbered, using a labeling system that differs from those in the text (e.g., 
A1, A2, A3, etc.). 

 



2.7 Sworn declaration 
If you are writing a thesis you should definitely include a brief statutory declaration.  
The declaration must affirm: 

• that the work was written independently by the author(s), 

• that no sources or help other than those cited were used, and 

• that the work has not previously been submitted at any lecture or university. 
In the case of a printed thesis, the statutory declaration must be signed by the author(s) in their own hand.  
If the thesis is submitted electronically and its authenticity is ensured, a handwritten signature is not required. 
 
This is the case, for example, if the thesis is uploaded to an e-learning platform that requires personal 
authentication of the uploading student. 
 
The supervising lecturer may, however, still require a handwritten signature. 
In the case of group work, each author's statutory declaration should refer only to their respective contribution 
to the thesis. 
 
The following can be used as Blueprint: 
 
Instead of an oath, I affirm that the submitted Bachelor's/Master's/Diploma thesis was created in all parts 
exclusively as my own independent work, that no sources or resources other than those expressly mentioned 
were used, and that direct quotations or references to the content of other works have been marked as such. 
 
I am aware that a false declaration will incur legal consequences. 
 
Ludwigshafen, dated DD . MM . YYYY                              ___________________ 
                                                                                                                     Signature 
 

2.8 Submission 
Please consult your lecturer about questions pertaining handing in your paper, since it differs from lecture to 
lecture.  
.  



3. Sources, citation and quotation  
All sources and resources must be disclosed in your bibliography or appendix. Your instructor must be able to 
gain a detailed understanding of the research of the paper. 
 
Programs that can help with organising your thoughts and quotes or when citing your sources are Mendeley 
and Citavi. You can also find more useful programs on the internet. Make sure to try one of them out when 
writing your thesis. 
 
Note: 
Please be careful not to mix up the terms quotation and citation. 
 
A citation is a reference to a source that has been used in a piece of writing, providing the necessary 
information for readers to locate the original work. It typically includes the author's name, the title of the work, 
the publication date, and other relevant details.  
A quotation is a direct excerpt from a source that is used to support or illustrate a point in the writer's own 
work. It is enclosed in quotation marks and attributed to the original author.  
 
While citations provide the necessary information for readers to find the source, quotations directly 
incorporate the author's words into the writer's own text. 
 

3.1 Citation styles 
Types of citation: Parenthetical, note, numerical 

The clearest identifying characteristic of any citation style is how the citations in the text are presented. There 
are three main approaches: 

• Parenthetical citations: You include identifying details of the source in parentheses in the text—
usually the author’s last name and the publication date, plus a page number if relevant (author-date). 
Sometimes the publication date is omitted (author-page). 

• Numerical citations: You include a number in brackets or in superscript, which corresponds to an 
entry in your numbered reference list. 

• Note citations: You include a full citation in a footnote or endnote, which is indicated in the text with a 
superscript number or symbol. 

Citation styles also differ in terms of how you format the reference list or bibliography entries themselves (e.g., 
capitalization, order of information, use of italics). And many style guides also provide guidance on more 
general issues like text formatting, punctuation, and numbers. 

Parenthetical citations Numerical citations Note citations 
• AAA 

• APA 

• APSA 

• ASA 

• Chicago (Turabian) 
author-date 

• CSE name-year 

• Harvard 

• MLA 

• ACS 

• AMA 

• CSE citation-name or 
citation-sequence 

• IEEE 

• NLM 

• Vancouver 

• Bluebook 

• Chicago (Turabian) notes 
and bibliography 

• OSCOLA 

Source and examples: Citation Styles Guide | Examples for All Major Styles 

Please confirm with your supervisor which kind of citations should be used in your scientific paper. 

 

https://www.mendeley.com/
https://www.citavi.com/de?EPU=false
https://www.scribbr.com/citing-sources/citation-styles/#aaa
https://www.scribbr.com/citing-sources/citation-styles/#apa
https://www.scribbr.com/citing-sources/citation-styles/#apsa
https://www.scribbr.com/citing-sources/citation-styles/#asa
https://www.scribbr.com/citing-sources/citation-styles/#chicago-author-date
https://www.scribbr.com/citing-sources/citation-styles/#chicago-author-date
https://www.scribbr.com/citing-sources/citation-styles/#cse-name-year
https://www.scribbr.com/citing-sources/citation-styles/#harvard
https://www.scribbr.com/citing-sources/citation-styles/#mla
https://www.scribbr.com/citing-sources/citation-styles/#acs
https://www.scribbr.com/citing-sources/citation-styles/#ama
https://www.scribbr.com/citing-sources/citation-styles/#cse-citation-name-sequence
https://www.scribbr.com/citing-sources/citation-styles/#cse-citation-name-sequence
https://www.scribbr.com/citing-sources/citation-styles/#ieee
https://www.scribbr.com/citing-sources/citation-styles/#nlm
https://www.scribbr.com/citing-sources/citation-styles/#vancouver
https://www.scribbr.com/citing-sources/citation-styles/#bluebook
https://www.scribbr.com/citing-sources/citation-styles/#chicago-notes-bibliography
https://www.scribbr.com/citing-sources/citation-styles/#chicago-notes-bibliography
https://www.scribbr.com/citing-sources/citation-styles/#oscola
https://www.scribbr.com/citing-sources/citation-styles/


3.2 Quoting correctly 
There are different ways you might make references to a source in your own writing. The main ways are direct 
quote, paraphrasing or summary. 
 
Direct Quotes: 
A direct quote might be most familiar to you—using quotation marks (“ ”) to indicate the moments that you’re 
borrowing, when you reproduce an author’s words verbatim in your own writing. Use a direct quote if 
someone else wrote or said something in a distinctive or particular way and you want to capture their words 
exactly. Direct quotes are good for establishing credibility and providing evidence. 
 
Paraphrasing: 
Paraphrasing is similar to the process of summary. When we paraphrase, we process information or ideas from 
another person’s text and put them in our own words. The main difference between paraphrase and summary 
is scope: if summarizing means rewording and condensing, then paraphrasing means rewording without 
drastically altering length. However, paraphrasing is also generally more faithful to the spirit of the original; 
whereas a summary requires you to process and invites your own perspective, a paraphrase ought to mirror 
back the original idea using your own language. 

Paraphrasing is helpful for establishing background knowledge or general consensus, simplifying a complicated 
idea, or reminding your reader of a certain part of another text. It is also valuable when relaying statistics or 
historical information, both of which are usually more fluidly woven into your writing when spoken with your 
own voice. 
 
Summary: 
Summary, as discussed earlier in this chapter, is useful for “broadstrokes” or quick overviews, brief references, 
and describing the state of knowledge. When you summarize, you reword and condense another author’s 
writing. Be aware, though, that summary also requires individual thought: when you reword, it should be a 
result of you processing the idea yourself, and when you condense, you must think critically about which parts 
of the text are most important. 
 
Source:  
Referencing with Direct Quote, Paraphrase, or Summary – Reading and Writing Research for Undergraduates 

 

3.3 Bibliography 
The bibliography is a crucial part of your work. It appears after the conclusion and before the appendix and the 
declaration of originality. It contains all the sources you have used in your main text. 
Ensure that you list all sources completely and correctly, providing all necessary information. 
 
Please keep the following points in mind: 

• Arrange your sources alphabetically in the bibliography. 

• Remember to also include any tables and figures you cite in the bibliography. 
 
The following items do not belong in your bibliography: 

• Sources that you only consulted for research purposes but did not cite in the main text. 

• Quantitative and qualitative data from your research, such as interview transcripts or statistical 
analyses. These should be included in the appendix. 

 
Make sure you choose a consistent citation style for both your main text and your bibliography, and use it 
throughout your work. 
Important: Even if you use footnotes in your work, you still need to list them again in your bibliography. 
Therefore, you need a bibliography regardless of the citation style—whether you use APA, Harvard, MLA, or 
the German citation style. 
 
Source:  
Literaturrecherche • Wie du am besten vorgehst · [mit Video] 

https://openwa.pressbooks.pub/researchwriting/chapter/summarizing-v-s-direct-quotation-v-s-paraphrasing/
https://studyflix.de/studientipps/literaturrecherche-5403


4. Quality criteria for scientific papers  
 
This section lists important evaluation criteria for academic papers. 
 
Classification and Systematics 

• Is the classification logically coherent/immediately understandable/convincing? 

• Is the length of the individual sections and the work as a whole appropriate? 
 
Quality of findings and results 

• Are the terms clearly defined? 

• Are the relevant aspects of the topic discussed? 

• Do the lists correspond to the classification system? 

• Are the problems formulated/presented precisely? 

• Does the author offer solutions to the problems? 

• Has the author enriched the work with comments, opinions, and comparisons, or has the author merely 
provided a dry summary of the problems? 

• - Were any interfaces with related problems identified? 
 
Literature Selection and Preparation 

• Is the scope appropriate? 

• Have the most important sources been included? 
 
Formalities 

• Citations and references 

• Classification 

• Page layout 

• etc. 


