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Introduction 

You are now ready to begin the last challenge of your Bachelor’s programme at 

the International Business School of the Hogeschool van Amsterdam. During the 

next twenty weeks you will carry out your final IBMS assignment by writing your 

Thesis.  Your Thesis is written during the second semester of your last year at 

the HvA.  It culminates your four years of learning and experience here at the 

IBMS.   

It will require that you conduct research for a client organisation with an 

international dimension.  This Thesis Guide will help you through this important 

process.  It contains important information about the individual steps you need 

to take in order to be successful during your final semester at the IBMS.  

Chapter 1 contains information regarding competency development during the 

writing and defending of your Thesis.  It takes you through entry requirements, 

the Thesis Proposal stage and the main components of the Thesis Programme. 

Chapter 2 outlines the responsibilities that a student bears and the consequences 

of not fulfilling those responsibilities. 

Chapter 3 sets out the roles of the Thesis Coordination Committee, the 

Supervisor and the Assessor.  Please be aware that while some deadlines during 

the twenty-week period are for all students, each Supervisor and Assessor have 

the freedom to work in his or her own way and set their own extra deadlines.  

You must also adhere to those deadlines. 

Chapter 4 gives you a good overview of some of the most important aspects of 

the Thesis procedure and important dates and deadlines. 

The appendices provide you with ‘Hints and Tips’ to find a topic for your Thesis 

and write your Thesis Proposal, the workshops you are required to attend when 

you are admitted to the Thesis Graduation Programme, the Thesis Assessment 

Criteria, a list of recommended reading, the HvA statement about cheating and 

plagiarism, an APA-style academic referencing guide and report writing 

guidelines. 

Please understand that writing a Thesis is an individual task for which you 

gather, analyse and process information.  To avoid plagiarism, proper 

referencing to all sources used is critical.  Copying existing publications or texts, 

from any source without proper quoting and referencing is considered plagiarism, 

which is prohibited and punishable by means of failure of the paper and/or 

expulsion from the institution. 



IBMS Thesis Guide 2013-2014 (Autumn)  3 

1. Thesis Procedure 

 

1.1  Thesis Timeframe  

The duration of the Thesis process is 20 calendar weeks.  This excludes the time 

required for the construction of your Thesis Proposal, which is submitted in 

advance.  The Thesis carries a weight of 15 ECTS (420 study-hours).  You can 

therefore expect to spend at least three days per week on your assignment. 

Completion of theses takes place during:  

 Semester 1: September to January 

 Semester 2: February to June 

 

1.2 Your Thesis in context of the IBMS Competency Framework 

During the process of researching, writing and defending your Thesis, you will 

further develop your professional IBMS competencies.  This will help prepare you 

to take your place in the business world. 

 

The first step is to explore and analyse the factors that play a part in and 

possibly cause the problem / opportunity at hand. Whether these factors are 

internal, external or both depends on the problem / opportunity. But whatever 

the topic ends up being, the thesis should to a certain extent generate new 

information. 

 

The next step is to conduct an analysis of the external environment to both map 

and determine which factors could be the source of the problem.  Your 

theoretical understanding of business activity will assist you in identifying the 

patterns in the business environment and possible dissonance between your 

company’s activities and expectations of external stakeholders. 

(I-1 International business awareness) 

 

As the client organisation you work with is operating internationally, your 

research will further develop your ability to integrate your work with that of 

another culture.  Particularly when writing a plan to be used in a foreign country 

the legal and cultural differences must be highlighted and taken into 

consideration in the Thesis. 

(I-2 Intercultural Competence) 

 

Recommending how an organization should act can lead to changes, which in 

turn can result in achievement of organisational objectives in the future.  In 

doing so, you will test your ability to develop strategies for international 

development. 

(II-3 International strategic vision development) 
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By specifying which consecutive steps the organisation could take, you will 

deepen your knowledge of change and process management. 

(II-4 Business process and change management) 

 

Entrepreneurs are not people who work in isolation but are to be found in both 

large and small firms.  All members of staff within an organisation are tasked 

with finding creative solutions, better and more efficient ways of doing things.  

Your value to your client contact lies in your ability to see the organisation’s 

activities through “new eyes” and think outside of the box when designing your 

Recommendations.  This is a key challenge and assessment point in your Thesis. 

(II-5 Entrepreneurial management) 

 

Depending on the topic of your Thesis you will further polish your skills in a 

particular area of expertise.  But understanding the functions of these areas and 

how they are aligned with the organisation’s other activities, will be apparent in 

your choice of what information to include in the analysis, and what is not 

relevant.  

 

In order to develop good solid Recommendations you will need to communicate 

with both your supervisor and client contact.  You will be discussing both abstract 

theory and practical details.  Clear communication is the key to maintaining focus 

and relevance and of course co-operation is necessary to translate the ideas and 

guidance from your client contact and supervisor into concrete actions.  Co-

operation and communication are essential for any process to work efficiently.     

The Oral Defence of your Thesis will specifically focus on your communication 

skills. 

(VI-3 Communication) 

 

One of the key learning experiences of undertaking the problem analysis and 

finding solutions is conducting primary as well as secondary research.  Gathering 

of information is only the first step; you must also make the data work for you.   

The analysis and presentation of data in appropriate charts and graphs of 

primary and secondary findings must convince the reader. 

(V-4 Business research methods) 

 

Writing a Thesis is a long and complicated process.  The amount of work to be 

done, and the amount of information to be assimilated can feel daunting. With 

good planning, sticking to your schedule and communicating these plans to both 

your supervisor and client contact, you should be able to achieve your goal. 

(V-5 Planning and organising) 

 

Self-evaluation, reflection and the ability to accept criticism and guidance from 

your supervisor and client contact, will enable you to grow as a person, and 

produce a better product. 

(VI-6 Learning and self-development) 

 

All business is fundamentally based on human capacity and relationships.  The 

basis for success is to be responsible and accountable to your stakeholders.  In 

your final project, these should reach true professionalism. 

(VI-7 Ethical responsibility and innovative capacities) 
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1.3  The Thesis Programme: Entry Requirements 

 

If you are confident you can comply with all the entry requirements, you submit 

your Thesis Proposal form to the Thesis Coordination Committee (TCC) on or 

before the required deadline.  Please send your proposal by e-mail to all 

members of the TCC.  You can find the e-mail addresses at the end of the Thesis 

Proposal form.   

 

A proposal submitted after the deadline will not be reviewed and you will not 

receive a response.   

 

You can expect a response from the TCC on or before July 12th 2013.  An 

approval is provisional until you have also submitted evidence of meeting the 

requirements (see below).   

 

To be admitted to the programme, you must meet the following requirements:  

 

1. You must have completed your placement and earned a minimum of 115 

ECTS from years 2 and 3 combined;  

2. You must submit a Thesis Proposal to solve an organisational problem or 

issue, which is supported by your client organisation with whom you 

intend to work. 

 

We advise you to consider an industry and client organisation you have 

experience with or have a particular interest in.  Any prior knowledge will help 

you with your research and with finding a client organisation willing to take you 

on board to solve a (strategic) business problem.   

 

In Appendix I you will find a number of ‘Hints and Tips’ you may find useful to 

help you develop your Thesis Proposal.  It includes information on how to select 

a suitable topic, the type of organisational problems you can look for, and the 

type of professional submissions you might produce.   

 

Should the Thesis Coordination Committee find it necessary to clarify points in 

your Thesis Proposal with either the client organisation and/or yourself before 

approval, it will contact the necessary party.  The Thesis Proposal form should 

then be adjusted and resubmitted. 

 

If you meet all the entry requirements and your proposal is approved, the Thesis 

Coordination Committee formally issues an Approval of your Thesis Proposal (via 

email).  This is your formal admission to the Thesis Programme.  After formal 

admission, you will receive additional information about your time schedule for 

the programme.  

1.4 The Thesis Programme 

On approval of your Thesis Proposal you have completed the pre-phase of the 

Thesis Programme and you enter the main phase.  For full-time IBMS students 

the main phase of the programme must be completed in one semester; for part-



IBMS Thesis Guide 2013-2014 (Autumn)  6 

time IBMS students, the main phase consists of two semesters. The Thesis 

Programme can be divided into two main stages:  

 

 Stage 1:  Research Plan  

 Stage 2:  Research and Recommendations  

 

Each stage has its own set of requirements with regard to submissions, meeting 

deadlines set by the Thesis Coordination Committee, your supervisor, your 

assessor or other staff member.  Failing to meet deadlines can lead to delay or 

even cancellation of your assignment (see Chapter 4 for information on due 

dates for submissions). 

 

Stage 1:  Research Plan 

You are required to attend three mandatory workshops.  The aim of these 

workshops is to build a solid Research Plan.  These will take place during weeks 

1,3 and 5 of each semester.  Please ensure you have no work or other 

obligations at the times when the workshops take place. 

 

Workshop I:  Problem Analysis, and use of theory 

Workshop II:  Main Research Question and sub-questions 

Workshop III:  Methodology 

 

  

Workshop I:   Problem Analysis and Use of Theory 

 

A detailed analysis of how the problem originated and what circumstances and 

factors lead to the current situation needs to be carried out. 

 

Preliminary research must be undertaken to understand what the problem is.  

The cause of the problem, which has led the company to believe that it needs to 

act on the situation, must be described in detail. 

 

The role of theory in the IBMS thesis is important. It will not only help you define 

research questions and objectives, but it also helps you to make decisions on 

how you should approach your research (your research design). Whilst the use of 

theory is important, there is probably no word in education that is ‘more misused 

and misunderstood’ than the word theory.  

  

“Theory is a formulation regarding the cause and effect relationships between 

two or more variables, which may or may not have been tested.’’ Theory refers 

to situations where, if A is introduced, B will be the consequence. Building on this 

definition, it is important for an IBMS thesis to use logical arguments to explain 

why relationships between variables occur. Even if relationships between 

variables seem very logical, it is important in research that these relationships 

are made explicit, so that knowledge about the cause and effect can also be used 

to make predictions about how certain variables behave now, or may behave in 

the future.  
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Just referring to theory or raw data is not using theory. When using theory, an 

IBMS thesis always presents logical and clear arguments to explain or predict 

patterns or expected behaviors in the observed data.  

 

Workshop II:  Main Research Question and sub-questions 

 

The main research question needs to be more accurately defined.  Sub-questions 

which will assist the researcher to find an answer to the main question need to 

be developed. 

 

Workshop III:  Methodology 

 

The research which will be carried out by the student in order to answer the 

questions already developed needs to be fully described. 

 

Submissions for Workshops 

After Workshop I you must deliver the assigned homework digitally to your 

Workshop Leader.  You must also bring a hard copy of this work to Workshop II. 

After Workshop II you must deliver the assigned homework digitally to your 

Workshop Leader.  This will be used as input for Workshop III.   

 

The end result of the three workshops is your Research Plan.  This will describe 

in detail your research topic and objectives, the main organisational problem and 

research questions, the proposed method of research, a preliminary list of 

content and data to be analysed further, as well as a plan of the tasks to be 

conducted.  

 

The Thesis Coordination Committee must approve your plan.  This is on a pass or 

fail basis.  Upon successful completion of your Research Plan you will be assigned 

a supervisor and at a later date an assessor.  Your Research Plan is not set in 

stone; it is a work in progress and is subject to change after you have been 

passed to your supervisor. 

 

To develop your Research Plan, you must consult appropriate literature on the 

use of business research methods.  See Appendix V for a recommended reading 

list.  

Stage 2: Execution of the research plan and Recommendations  

 

Execution of the Research Plan 

This involves the collection of data as outlined in Workshop II in accordance with 

the methods you described in Workshop III.  The outcome of the research and 

analysis stage form the basis for your conclusions and recommendations and are 

a major contribution to your Thesis. 
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Recommendations  

Here you develop a number of alternatives providing a solution to the problem as 

outlined in your Thesis Proposal.  Solutions are based on the analysis of your 

research findings.  The recommended solution must contain a clear set of goals, 

a new or adjusted strategy, a well-planned set of specified and budgeted 

activities, an impact analysis, and a financial and organisational substantiation 

(please refer to Chapter 5 for the assessment criteria).  

 

Submission of Thesis 

Your Thesis must be submitted to your supervisor and assessor for approval on 

or before the required date.  Your client contact must also receive a copy of your 

final Thesis. 

 

If your supervisor and assessor reject your final draft, you will receive a No-Go 

form.  If your Thesis is insufficient you have to begin the process again the 

following semester.   

 

When both your supervisor and assessor agree that your Thesis is sufficient to 

pass, you will be invited for an Oral Defence in which you present and defend 

your Thesis.  The Oral Defence takes place at the end of the semester.  

 

Oral Defence 

Here, you will summarise your research and your recommendations for your 

client organisation.  Your supervisor and assessor must be present.  Presentation 

of findings should take approximately fifteen minutes with thirty minutes for 

questions and answers.  Representative(s) of the client organisation are welcome 

as are family members and friends.  

 

You must be able to answer in-depth questions regarding all aspects of your 

Thesis.  For example: 

 Problem definition, its causes and effects 

 The research methods applied 

 The analysis of the problem definition 

 The conclusions and the recommendations 

 

You must be able to critically reflect on both the results of your Thesis as well as 

the process that led to these results.  The aim of this critical reflection is to let 

you discover what you have learned from this project.  

 To what extent do the results of your research meet the expectations you 

set yourself at the start of the Thesis Programme? 

 To what extent is your proposed recommendation really an answer to the 

problem of your client organisation? 

 Are there any social or ethical aspects that influenced your research? 

 Looking back on the project, are there things you would have done 

differently if you could start all over again? 
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2.  Your role as Student 

You are the sole person responsible for your Thesis.  As such, please consider the 

following guidelines.  

2.1  Your responsibilities 

 You are responsible for writing an adequate Thesis within the timeframe 

allowed.   

 You are responsible for defining the problems and or challenges at the 

client organisation into a central research question and a Thesis Proposal.  

 You keep your supervisor well informed of your progress and maintain 

frequent contact about your findings. 

 You take the initiative to meet with your supervisor at least four times 

during the semester. 

 You upload all draft copies to OnStage and upon approval of your Thesis 

you must upload the final version of the report onto OnStage.  You then 

obtain a signed grade form from the Thesis Office.  You give this signed 

grade form to your supervisor and assessor at the Oral Defence. 

 Dealing with deadlines is one of the professional competencies you will 

work with during the Thesis process.  You are therefore responsible for 

observing all deadlines. 

 You are not required to work for the client organisation during this project.  

You will however need to work with the organisation.  It is of vital 

importance that you have permission from the client organisation to 

access all relevant documentation. 

2.2 Consequences of failing to meet deadlines 

 Failure to meet any deadlines can lead to delay or in some cases will lead 

to exclusion from the Thesis Programme during the current semester. 

 Some deadlines can be in found in Chapter 4 but your supervisor and 

assessor are free to set their own extra and earlier deadlines, which you 

must adhere to. 
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3.  Role of the Thesis Coordination Committee, Supervisor and Assessor 

3.1 What to expect from the Thesis Coordination Committee 

 The Thesis Coordination Committee is responsible for evaluating your 

Thesis Proposal. 

 If your Proposal is approved you must attend the three Workshops 

organised by the Committee in the Research Plan stage.  The committee 

will inform you if you pass or fail this stage of the process.  If successful 

you will be assigned a supervisor and later on an assessor.  A go/no-go 

form will be uploaded to OnStage at this point.  

 The Committee will forward a copy of your complete Research Plan to your 

supervisor with whom you must make contact. 

 From this point onwards the student liaises with the supervisor and 

assessor as appropriate.  The Committee is available should problems 

arise during the remainder of the Thesis process. 

3.2  What to expect from your Supervisor 

 Your IBMS supervisor coaches you during the Research and 

Recommendations stage.  There should be frequent and open contact 

between both of you.  Progress on your Thesis will be discussed so that 

any problems you encounter can be solved quickly and efficiently. The 

initiative for these meetings comes from you.  By asking challenging 

questions, your supervisor will help you think critically about how you 

execute your research, analysis, interpretation and writing.  Your 

supervisor can draw your attention to issues, which are unclear or not well 

specified.  The report must at all times remain 100% your work; your 

supervisor is not your co-writer.  

 The supervisor has 20 clock hours at his or her disposal for your 

supervision. Everything related to coaching, supervising and 

communicating with the assessor of your Thesis, is included in these hours 

i.e. contact-time, reading of concepts, assessing of drafts and evaluating 

final copy, attending and assessing the Oral Defence. 

 All work to be submitted digitally and if so required by your supervisor, in 

print.  Your supervisor and assessor require a maximum of five working 

days to provide you with feedback.  Please discuss this with your 

supervisor.   

 Your supervisor is responsible for discussing your deadlines with you.  The 

supervisor and assessor decide if your work receives a go/no go for the 

Oral Defence. 

3.3 What to expect from your Assessor 

 Your assessor will give feedback on your second and final draft, and final 

copy. He/she will send the feedback forms to your supervisor, who will 

forward these comments to you together with his/her own feedback. 

 The assessor has the right to fail the report when he or she does not 

consider the criteria listed in Chapter 5 to be met, even if the supervisor 

has given his or her go-ahead.  The assessor will provide feedback to the 

supervisor prior to including you in the evaluation. 
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 The assessor will lead the Oral Defence and ask you critical questions to 

determine your work is genuine and your understanding of the problem 

and Recommendation presented. You are allowed to invite external parties 

to the defence session (relatives, company members), but you must 

inform us of this in advance. 

 The assessor has ten clock hours at his or her disposal for the assessment 

of your Thesis.  Everything related to assessing your graduation 

assignment is included in these hours, including contact-time with the 

supervisor and or Thesis Coordination Committee, reading of drafts, 

assessing the final result, attending and assessing the Oral Defence. 

 

During the entire process of thesis writing you can be told on three occasions 

that you may or may not continue writing your thesis by means of a Go / No 

Go form. 

 

 1. The workshop stage 

   Research Plan 

 2. After submission of 2nd draft 

   At which point your thesis should be approximately 80%  

   complete. 

 3. After submission of final draft 

   At which point your thesis should be complete, with perhaps 

   some minor adjustments required. 
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4.  Timeframe & Milestones for the Graduation Thesis Fall 2013 

The importance of starting on time cannot be over-emphasised. 

 

Second semester Activities Actors responsible 

Proposal period 

June/July 

 

 Submit Thesis Proposal. 

Proposal period opens on 1 June 

Student / Client Contact to 

Thesis Coordination Team 

(TCT) 

July  Approval / Rejection of proposal. 

Proposal period ends 7 July 

TCT to student 

Research Plan period 

September Week 

1-5 

Mandatory Workshops, Weeks 1, 3, 5 

Submissions of Workshop Homework 

 

TCT to student 

Student to TCT / Workshop 

Leader 

9 October Week 

6 

Submit complete Research Plan Student to TCT / Workshop 

Leader 

14 

October 

Week 

7 

Pass / Fail of Stage 1 Research Plan 

Assign Supervisor  

Immediate contact with Supervisor 

 

TCT to Student (Go/No Go) 

TCT to Student 

Student to Supervisor 

Supervision period 

4 

November 

Week 

10 

Submit first draft to Supervisor  Student to upload 

 

11 

November 

Week 

11 

Feedback Supervisor to student, on 

first draft 

Supervisor upload  

 

18 

November 

Week 

12 

TCT assigns Assessor TCT to Students, Supervisors 

and Assessors 

 Assessment period 

2 

December 

Week 

14 

Submit second draft to 

Supervisor/Assessor 

 

Student upload 

16 

December 

Week 

16 

Feedback on second draft Assessor to Supervisor to 

Student (provisional GO/NO 

GO) 

Supervisor upload feedback  

6 January 

 

Week 

17 

Submission of final draft Student upload final draft 

13 

January 

 

 

 

Week 

18 

Final Feedback Assessor to Supervisor 

Go No-go for defence 

In the case of a No-go, the student 

must reapply with a new topic for 

approval 

Supervisor to Student 

Supervisor upload Go/No-go 

form 

 

20 

January 

Week 

19 

Upload Final Copy  (pdf) 

 

Hard copy to Supervisor / 

Assessor / Client Contact 
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27 

January-1 

february 

Week  

20 

Oral Defence Student, Supervisor, Assessor 

+ others if desired 
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5. Thesis Assessment Criteria  

 

This chapter contains the assessment criteria for the Thesis in various phases. 

The criteria are meant as a framework to streamline your thoughts.  All principles 

and criteria reflect the bachelor (HBO) level.  To pass your Thesis, you must 

have a 5.5 or higher on each aspect of the assessment.  Please refer to Appendix 

III for a detailed overview of the assessment criteria and its components.   

5.1 General Principles 

 Your Thesis must fit within the professional framework (competencies, 

professional tasks, professional activities).  The educational profile must 

be reflected in your Thesis.  For IBMS it must reflect IBMS competencies. 

 The result of your Thesis is a professional report, which contains research, 

analysis and recommendation(s) based on your findings.  The assignment 

must contain field and desk research. 

 The Thesis requires the application of relevant scientific insights, concepts 

and theories.  

 One student carries out the assignment.  

 

5.2 Prerequisites for submitting a final Thesis 

 

The supervisor and the assessor can only accept the Thesis if the following 

assessment criteria are met.  

Report  

 The Thesis must be well structured and coherent throughout.  

 The Thesis must include an Executive Summary, a table of contents, all 
relevant chapters and a final chapter with your overall conclusions and 

recommendations. 

 The report is comprehensible in one read-through.  

 The report is written in correct, formal business English. 

 

Sources 

 You must use APA referencing style as outlined in Appendix VII. 

 All references to other sources are correctly shown in footnotes (not 
endnotes).  

 All charts and graphs must be sourced 

 A complete source list is included at the end of the report. 

 

Charts and graphs 

 All charts and graphs are numbered in ascending order. 

 They are titled. 

 The source of information is given. 
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 A short explanation of the key point of information is presented in the 
text. 

 

5.3 Criteria for Thesis assessment 

 

Problem analysis, research problem and research questions  

 The Thesis problem is specific and indicates a problem/challenge. 

 The suspected causes of the problem have been identified and analysed. 

 The problem analysis is multi-dimensional and reveals the source of the 

problem. 

 

Use of Theory 

 Sufficient references to scientific literature, both national and 

international. 

 Relevant business theory is used as an analytical tool to understand the 

nature of the market/problem area. 

 

Methodology  

 The methodology is appropriate to the research topic. 

 

Research/analysis  

 Adequate data has been collected to present a credible recommendation. 

 Findings are presented and analysed clearly, and the conclusions are 

substantiated. 

 

Conclusion(s), end products, and/or recommendations for adjustments 

or further research  

 The conclusion and recommendations answer the main question.  

 The recommendation/advice:  

- Is entrepreneurial, creative and innovative. 

- Builds upon the client organisation ’s core assets and competencies. 

- The implementation plan/advice clearly states who must do what and 

how much this would cost. 

 Recommendations and conclusions are solidly founded. 

 There is coherence between the problem, the research conducted (primary 

and secondary), the analysis, the conclusions and the recommendations. 

5.4 Criteria for the assessment of the presentation  

 The presentation has a clear structure (opening, content, conclusion). 

 Focused on the Recommendation. 

 Core issues are addressed and explained. 

 Effective use of tools. 

5.5 Criteria for the assessment of the defence  

 The student can explain the terminology, theory models, and tables. 
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 The student can justify choices with regard to both content and process. 

 The student shows insight and vision, and is persuasive. 

 The student can apply the issue to a broader context. 

 The student communicates well. 

5.6 Relative weight of assessment criteria 

The Thesis is assessed using the following weights: 

 The Research Plan weighs 30%. 

a. The Problem Analysis is 10% 

b. The Research Methodology is 10% 

c. The Theoretical Framework is 10% 

 The Research and Recommendations is 60%. 

a. The Research and Analysis is 40% 

b. The Recommendations count for 20% 

 The Oral Defence is 10%. 

Each of these three components must be satisfactory (= 5.5 or more) 
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Appendix I – Hints and Tips  

Your Thesis Proposal must comply with three general rules to be approved: 

 

1. The topic must address a real problem at a real organisation. 

2. The topic must lend itself to original research, in addition to secondary 

research.  

3. The effects of implementing the proposed solution should be measureable.  

 

Discussing the topic with your Client organisation  

Often when discussing a possible topic with a client organisation, the client 

organisation has already made a decision and then asks the Thesis student to 

write an implementation plan.  This is not sufficient.  There must be an analysis 

that shows that the decision is, or is not, the correct one, and this conclusion 

must be supported by the research findings. 

 

Possible topic areas 

 

There are many subject areas for IBMS thesis topics.  Marketing oriented for 

companies serving the end-user, supply chain management oriented for 

companies in Business to Business (B2B) and management and organization 

oriented for internal (re-) structuring problems, efficiency improvements etc tend 

to be the most common.  

 

A marketing topic could be: 

• Market development 

• Product development 

• Market entry 

• Positioning/re-positioning 

• Pricing  

 

The marketing topics require an external analysis and the deliverable is a 

marketing plan.  Whatever the marketing topic, there must be an 

implementation plan together with a financial plan which measures the expected 

revenue streams from the market investment. 

 

Supply Chain Management topics could be: 

• Improvements in the client organisation’s CRP 

• Product development  

• Market development 

• Service level development measurement/improvement 

• Logistical improvement 

 

For companies in the B2B sector, the external analysis focuses on the particular 

industry, and not the macro environment.  The Thesis includes an 

external/internal analysis and a development plan with the financial and 

operational consequences of implementing the plan.  If your topic concerns a 

service improvement, then a system of measurements, in the form of Key 

Performance Indicators (KPIs) and Process Improvement Inidicator (PPI) should 

be developed to track improvements in performance. 
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Management and Organization topics could be: 

• Re-organization 

• Process re-engineering 

• Improvements in accounting or reporting procedures 

• Improvements in IT solutions 

• Knowledge management 

• Best-practice management 

 

These topics, by their nature, are internally focused and do not always require an 

external analysis.  However, measurability is still a requirement.  Generally 

internal measurements are constructed as KPIs or PPIs. 

 

The problem statement or main research question defines the topic. 

 

Examples: 

Marketing related 

A company’s main product is dates. The company wishes to offer these dates to 

the food processing industry as a sugar substitute and instructs you to find out 

how they can do this. 

Such a proposal will not receive approval. But when you focus on the underlying 

reasons for the company’s desire, you may discover they need/wish to increase 

sales/profit/market share. Your research should address possible causes/factors 

for the current state the company is in and on various possibilities to bring about 

changes. 

 

Supply chain management related 

A company in Taiwan sells components to a German television manufacturer.  

They want to know how they can improve their market share.  In this case, 

market share simply means more sales, and traditional marketing theory 

suggests that they either sell more product to existing customers, or attract 

customers with new products.  You will need to first understand how products 

move through this particular supply chain.  What are the key factors for choosing 

a supplier? Is the chain cost focused, therefore being a cost leader is critical? Are 

quality and delivery terms critical?  Is innovation and constantly introducing new 

products a fundamental of staying competitive?  The research focuses on the 

micro environment, and not macro demand. 

 

Management and organisation related 

A company wishes to embark upon social media for recruitment of staff and 

instructs you to find out in what way they could do this by using LinkedIn. 

Ask yourself: what are their reasons for looking for new recruitment methods? 

Are the current ones too expensive, too difficult, and ineffective? What other 

methods are available besides social media, and what are the respective 

advantages/disadvantages of all those methods? And if social media is indeed a 

realistic option, which types are available next to LinkedIN, etc. 

When you base your proposal on all of this, an approval becomes more likely. 
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There are many variations on the above topics, and making the effort to find an 

exciting topic should lead to a more interesting and fulfilling experience.  It may 

also allow you to become a specialist in the field. 

 

Your Thesis Proposal is submitted on a form (see Appendix II).  You should not 

only be accurate in the information you submit, the information must also be 

specific and in depth. 
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Appendix II – Thesis Proposal Form  Date: 

 

Student Information  

 

Student name: 

 

Student number: 

 

E-mail: 

 

Have you received a grade for your placement? 

 

No       Grade: 

 

If not: why not? 

 

 

If not: which subjects do you need to 

complete?.......................................................................................................... 

 

How many credits have you completed in year 3 and 4?........... 

 

 

N.B. You need to have completed 110 credits from year2+3, and you must have 

completed your placement. Your results will be checked end of July. 

Sponsor Company Information 

 

Company name: 

 

Address: 

 

 

Description of the company’s area of business 

 

 

Total number of employees in the company  

 

 

Number of employees in the relevant division/department 

 

 

Sponsor Supervisor Information 

 

Name: 

 

Position: 

 

Telephone nr: 
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E-mail: 

 

Responsibilities:  

 

About which issues does the management need to make decisions? 

Briefly describe the current situation and what management wishes/hopes to change. 

Phrase the main problem as an open question, so avoid yes/no questions. Make it reflect 

the main purpose of your thesis.  So do not phrase it like “how can company x do so and 

so”. Keep in mind this is a thesis. Main questions aiming at a mere implementation plan, or 

country analyses are below bachelor level! 

What theoretical information will you gather for your research? 

Depending on the main topic of your thesis you need to establish whether previous studies 

about the topic are available, and which theories about the topic(s) have been developed 

until now. 

What other sources will you use to gather the information?  

Primary research  (for example interviews, surveys) must be part of your thesis. Clearly 

indicate which information you will collect through primary research.  Secondary sources 

such as (company) reports, statistics, and other documents must be specified as well. 

What will you present at your defence?  

 

This refers to the main objective(s) of your thesis. Ask yourself which kind of 

recommendations you hope to make in the final chapter of your thesis. 

  Additional information (optional) 

 

Please send the proposal form to: 

 

M. van Buschbach (m.van.buschbach@hva.nl) 

D.M. Bout (d.m.bout@hva.nl) 

C.P. O’Rourke (c.p.orourke@hva.nl) 

L.J. Unger (l.unger@hva.nl) 
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Appendix III – Thesis Assessment Criteria 

 

  

Criteria 10-8: outstanding to 

good 

7-6: reasonable to 

passable 

5-1=fail 

Report: Structure: this 

must be at passing level 

for the Thesis to be 

accepted. 

Executive summary is 

brief and offers complete 

overview.  There is 

overall coherence 

between chapters, and 

the information in 

chapters is always 

relevant or most of the 

time. 

Executive summary is too 

long, with too many 

details.  Chapters contain 

irrelevant information, for 

less than 20%. 

Coherence between 

chapters is clear. 

Executive summary is 

hard to follow, or 

incomplete.  Chapters 

contain irrelevant 

information for over 20%, 

and coherence is lacking 

most of the time. 

Report: Business English 

and style.  This must be 

at passing level for the 

Thesis to be accepted. 

 

There are no or hardly 

any linguistic errors.  The 

Thesis uses a clear 

comprehensive 

professional style with 

good varied sentence 

construction. 

Linguistic errors occur but 

not so as to prevent 

understanding.  Style is 

clear and comprehensive 

but not always 

professional.  Sentence 

construction shows flaws.  

. 

 

Linguistic errors occur 

consistently, and the 

Thesis is hard to follow.  

The style and/or sentence 

construction is immature.   

Problem analysis and 

Research questions 

Weight: 10% 

The Thesis presents 

concretely what the 

problem is, why it is a 

problem, and provides 

relevant, measurable sub 

questions.   

The Thesis presents 

concretely what the 

problem is.  Hardly any 

attention is paid to why it 

is a problem. Sub 

questions not always 

measurable, but relevant. 

The problem description 

is too broad, hardly or no 

information is provided as 

to why it is a problem, 

sub questions are 

incomplete and/or 

immeasurable.   

Research methodology 

Weight: 10% 

Primary research is 

distinguished from 

secondary research.  The 

Thesis clarifies the choice 

for methodology and the 

methodology is 

appropriate for the 

problem description.   

The Thesis favors primary 

research, but does not 

provide solid arguments 

for this choice. 

Methodology is clarified, 

and matches the problem 

description. 

Only one type of research 

is indicated without 

convincing argumentation 

for methodology.  The 

research itself is lacking 

in depth. 

Use of Theory. 

Established through use 

of literature 

Weight: 10% 

The Thesis provides a 

solid overview of various 

perspectives, and a 

critical review of those 

perspectives.  The 

specified sources are 

made relevant, and 

incorporated in the paper, 

with consistent, clear and 

correct references.   

The Thesis offers an 

overview of perspectives, 

but does not specify 

relevance or a critical 

analysis of those sources.  

References are clear and 

correct for most of the 

time. 

The Thesis does not 

specify more than one 

source, and limits itself to 

one perspective. 

References occur but not 

consistently. 
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Criteria 10-8: outstanding to 

good 

7-6: reasonable to 

passable 

5-1=fail 

Results of research and 

analysis 

Weight: 40% 

The Thesis distinguishes 

the presentation of 

findings from conclusions 

to those findings.  

Findings are presented 

and interpreted in depth; 

conclusions are well-

founded and relevant and 

a critical evaluation is 

provided. 

The Thesis distinguishes 

the presentation of 

findings from conclusions 

to those findings, but the 

conclusions do not 

convince, and/or no 

critical review is 

provided. 

The presentation of 

findings is limited to what 

serves the purpose, and 

there is no clear 

distinction between 

findings and analysis of 

findings.  The relevance 

does not convince, or is 

missing. 

Solutions/end product/ 

recommendations 

Weight: 20% 

The recommendations are 

clear and based on the 

findings, which without 

further research can be 

implemented by the client 

organisation.  There is a 

structure in place to 

measure the level of 

success if the 

recommendations are 

implemented. 

The objectives of the 

recommendations are 

vague and only partly 

based on the findings.  

The recommendations are 

lacking in either a 

measurements structure, 

or depth. 

The Thesis does not 

provide clear 

recommendations and/or 

they are not based on the 

findings.  Activities are 

recommended which are 

too general to assess 

whether they will solve 

the problem. 

Defence 

Weight: 10% 

The Candidate can 

explain in depth the 

research method and 

provide a link between 

the research and 

recommendations.  The 

candidate shows excellent 

communication skills and 

self-reflection. 

The candidate cannot 

make a clear link 

between the research and 

solution.  Questions are 

not clearly answered or in 

appropriate depth. 

Communication skills are 

good, but language errors 

occur.  The candidate 

takes a defensive position 

rather then showing self 

reflection. 

There is no clear link 

between the research and 

the solution.  The 

candidate cannot answer 

in depth, or is unsure of 

the information presented 

in the Thesis.  Answers 

are incoherent or 

incorrect.  Self reflection 

is lacking.   
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Appendix IV – Plagiarism  

As of 1 September 2011, the Hogeschool van Amsterdam (HvA) has new 

regulations concerning cheating and plagiarism, which means that uniform 

regulations and sanctions will apply throughout the HvA.  For you, a student at a 

University of Applied Sciences, it is important to know what plagiarism entails 

and what rules and practices you must follow when writing your Thesis. 

 

What is considered to be plagiarism? 

Research shows that many students do not know how to deal with the research 

material they use when writing a paper.  Most students are aware that cutting 

and pasting the work of another person without acknowledgement constitutes 

plagiarism.  However, it is common that students use texts from certain 

publications or other sources without complete and correct acknowledgement of 

these sources.  Plagiarism is a criminal offence. 

 

If you copy a text written by someone else and present this text as your own, 

without the correct acknowledgement of a source, you are committing 

plagiarism.  You are never allowed to take another person’s ideas - not even in 

your own words - and pass them off as your own.  The final result must 

represent your own ideas.  By acknowledging sources, a writer makes it clear 

that he does not pass off someone else’s work as his own.  By correctly 

acknowledging a source used, he makes it clear that certain facts and opinions 

are not his own. 

 

Acknowledging a source 

One of the requirements for a paper is that all information must be verifiable.  

That means that other parties can verify the sources and arguments used.  A 

correct acknowledgement of a source enables the reader to check whether the 

source has been used correctly.  This makes it possible to check whether the 

facts and opinions have been rendered correctly and have not been changed to 

suit the argument of the writer using the source.   

 

If you write a text and refer to information written by another person, you must 

state the source involved, whether it is a book, article or a text on the Internet.  

If you copy part of a text or table from the work of another person, you should 

indicate precisely who the author is and where that part of the text was found.  

It does not matter if the text has been published or not.  If you do not 

acknowledge the source correctly you create the impression that the text or data 

is your own, and that is plagiarism. 

 

When you use a text, you should always mention the source and the exact place 

where you found it.  You should do this by using footnotes or endnotes and 

making a list of sources. 
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Quoting 

Quoting is literally copying a small part of text written by another author.  

Always place a quote between quotation marks and indicate its source in an 

appropriate manner. 

 Be efficient when using citations. 

 A literal quote should not be too long, it must have a function in the text 

and its source should be properly acknowledged. 

 It is obviously not permitted to use third-party quotations outside of their 

original context to such an extent that they acquire a different meaning 

than was originally intended. 

 You are not permitted to quote selectively, i.e. using only the parts of a 

particular passage that fit into your argument. 

 

Paraphrasing 

Paraphrasing means using the ideas and opinions of the consulted writers in your 

own words.  You may not edit or paraphrase another person’s texts and present 

them as your own work.  If you paraphrase, always indicate the source by means 

of a footnote in which you give the precise reference, so that its use is verifiable.  

You are never allowed to take another person's ideas - even if you put them into 

your own words - and pass them off as your own.   

 

Sources may only be omitted when referring to facts and opinions that have 

become common place.  When in doubt, ask your teacher or Thesis supervisor 

whether the source material may be used in a certain way. 

 

Using Internet sources 

The use of Internet sources is permitted, but certain rules apply. 

 Be critical when using Internet sources.  Not every source that appears in 

a search is suitable.  The same rules apply to Internet sources as printed 

sources.  You should only use them if they have academic status. 

 As with all other sources used, Internet sources should be indicated in a 

footnote.  Avoid reference to URLs when sources are also available in print 

and keep in mind that Internet pages are often altered and therefore no 

longer traceable.  

 

Anyone can place information on the Internet 

The Internet is a huge collection of mainly disorderly information and it was not 

designed to accommodate searching systematically for information about a 

specific subject.  That does not mean you cannot find relevant information about 

your subject using Google or other search engines.  Be aware, the likelihood of 

coming across inappropriate information, is great.  There are no thresholds for 

information on the Internet: everyone may publish information on sites and 

there are no quality criteria.  All kinds of information can be found; information 

that is true or untrue, out-dated or up-to-date, at children’s or scientific level.  

Therefore, be cautious when using the Internet.   
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Reliable information 

When writing it is of vital importance you use reliable information.  A book or an 

article in an academic journal provides safeguards for quality, because the 

material has been reviewed and meets certain (academic) criteria. 

 

Detection of cheating and plagiarism 

Teachers use the anti-plagiarism programme Ephorus, which is an electronic 

detection program that allows them to trace plagiarism. In itself, using texts 

written by others is not a problem if sources are acknowledged correctly.  

Literally copying texts written by others without acknowledging sources, 

however, is a problem.  Ephorus assists assessors and supervisors by indicating 

which parts of the text in your document correspond to parts in other 

documents.  Ephorus does not check whether or not sources are acknowledged 

correctly: the supervisor does this. 

 

Sanctions imposed in case of cheating and plagiarism 

If your Thesis shows evidence of plagiarism it will immediately be declared 

invalid.  If cheating or plagiarism is suspected, the examiner or teacher will 

notify the Examination Committee.  The Examination Committee will evaluate the 

case and may impose sanctions, which may mean that a student is excluded 

from participation in all examinations for a maximum period of one year.  

 

Plagiarism Summarized  

In short, plagiarism is defined as:  

 Making use of or taking over another person’s texts, data or ideas without 

complete and correct acknowledgement of sources; 

 Presenting the structure or the central body of ideas taken from third-

party sources as one’s own work or ideas, even if a reference to other 

authors is included;  

 Failing to clearly indicate in the text, for instance by means of quotation 

marks or the use of a particular layout, that literal or near-literal 

quotations have been included in the work;  

 Paraphrasing the contents of another person’s texts without sufficient 

reference to sources;  

 Copying another person’s audio, visual, or test material, software and 

programme codes without reference to sources and in doing so passing 

these off as one’s own work;  

 Submitting a text submitted earlier or a text similar to one submitted 

earlier for assignments from other course components without 

acknowledgement of sources;  

 Copying the work of fellow graduates and passing this off as one’s own 

work; 

 Submitting papers under one’s own name that have been written by 

another person. 
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Appendix V – Recommended Reading  

Business Research Methods: second European edition, Boris Blumberg, Donald R 
Cooper, Pamela S. Schindler - used by business students in Groningen 

 
Research Methods for Business Students, Saunders, Lewis, Thornhill - used in old 

polytechnics in England 
 
Research Methodology by Ranjit Kumar 
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Appendix VI – Report Writing Guidelines 

Layout 

The following list provides tips for the layout of your report.  

 

Title 

Create a short, relevant and captivating title for your paper. If so desired you 

may add a subtitle that provides additional information. 

 

Tables and Figures 

 Only use illustrations that give added value to the text. 

 Place the illustrations as close to the relevant text as possible. 

 Refer to the illustrations in the text. 

 Provide a description of all illustrations, figures and tables, charts and 

graphs. 

 Number tables and figures in ascending order. 

 Provide a short text with each illustration outlining main points. 

 If illustrations are not relevant to all readers, are too detailed or too 

numerous, include them in the appendices rather than the main report. 

 

Headings 

Write section titles with a capital letter.  

 

Paragraphs 

Leave one blank line between paragraphs. 

 

Numbering of Chapters and Sections 

Use decimal numbering.  Place a full stop between each figure, and restrict the 

number of figures to three (e.g. 2.1.2).  Leave a space between the number and 

heading. New chapters start on a new page. 

 

Font and Font Size 

Use a neutral, business-like font. Font size 11. 

 

Justifying Text 

You may choose to right-justify your text.  If so, ensure that the lines are not 

overstretched.  You can avoid overstretching by hyphenating words. 

 

Line Spacing 

Use line spacing of 1.5 for optimal readability. 

 

Margins 

Left  : 3cm 

Right  : 2.5cm 

Upper  : 2.5cm 

Lower  : 2.5cm 
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Headers and Footers 

Use a header or footer that displays your name, client organisation and the page 

number.  Footers are preferable for this purpose.  Font size should be smaller to 

clearly distinguish from the main body of the text.  It is important to use footers 

in drafts, as it provides clarity for you and your supervisor and assessor. 

 

The front cover and title page should not feature a header, footer or page 

number.  The appendices should be numbered separately from the main text in 

ascending order. 

 

Italics 

Write the following text element in italics (underlining is no longer used): 

 titles of books and names of periodicals 

 words you wish to emphasise (keep to a minimum!) 

 words in a quote that are italicised in the source 

 key terms relevant to your report 

 

Paper 

A4 paper should be used.  Begin every chapter of your Thesis on a new page.  

Do not use double-sided printing. 

 

Spaces 

The general rule is to leave a space after a punctuation mark but not before one. 

Exceptions: 

 Don’t leave spaces after a full stop between initials, but do leave one after 

the final initial (i.e. J.R. Hartley). 

 Don’t leave spaces after an apostrophe (e.g. don’t leave spaces. 

Exception: Chris’ dog). 

 Don’t leave a space after initial quotation marks (“Don’t do that”, he said). 

 Don’t leave a space after a hyphen (non-conformist). 

 However, a space must be left before and after a dash (e.g. a final clause 

is a brief phrase that is placed – yes, you guessed right – at the beginning 

of a sentence). 
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Appendix VII – APA Referencing  

 

How to cite references within the text of an assignment 

Use the author-date method of citation for quotations (exact words of another 

author) and paraphrasing (summarising the words and ideas of one or more 

authors). 

Paraphrasing 

Paraphrasing is when you summarise the ideas, concepts or words from the work 

or one or more authors.  Please note: changing only a few words from another 

author does not constitute paraphrasing. 

Type Examples 

If you are referring to 

the general theme of a 

book or article 

Brown (1991) investigated the effects of ... 

An investigation into the effects of maternal age (Brown, 1991) found 

that ... 

When to include page 

numbers 

When paraphrasing or referring to an idea in another work, page or 

paragraph numbers are not required.  But it can be helpful, for 

example when paraphrasing or referring to information or an idea that 

can be located on a particular page, quoting or referring to images, 

figures or data, or when a work is particularly long and page numbers 

might be useful for the reader. 

Soil layers below the well tip contribute relatively little water (Kozeny 

1988, pp. 223-4). 

Kozeny (1988, p. 223) found soil layers below the well tip contributed 

little. 

When the authors of a 

source are not part of 

the formal sentence 

structure  

Both the authors and years of publication appear in parentheses, 

separated by semicolons.  

Reviews of research on sport and reading have concluded that at least 

some types of reading behaviors are related to higher levels of physical 

health (Austin, 1990; McGovern & Henderson, 2001; Wright & Morgan, 

2001).  

When the names of the 

authors of a source are 

part of the formal 

sentence structure 

The year of publication appears in parentheses following the 

identification of the authors.  

Wright and Mander (2002) found that although there was a reduction 

in literacy, the difference was not statistically significant. 

Group authors and 

abbreviations 

The names of groups are usually spelled out each time they appear in 

text. 
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(University of Southern Queensland, 2009) 

University of Southern Queensland (2009) 

Only abbreviate if the name is long, cumbersome and the abbreviation 

is familiar or easily understood. 

First citation in text. 

(Office of the United Nations High Commissioner for Refugees 

[UNHCR], 2008) 

Office of the United Nations High Commissioner for Refugees (UNHCR, 

2008) 

Subsequent citations. 

(UNHCR, 2008) 

UNHCR (2008) 

One or two authors Cite the names every time the reference occurs: 

Smythe and Jones (2001) found ... (first and subsequent citations) 

... as has been shown (Smythe & Jones, 2001). 

More than two authors  For three, four or five authors, cite all authors in the first instance, 

thereafter, only first author followed by "et al." (not underlined and 

with no stop after "et") and the year of publication. 

Campbell, Brady, Bradley, and Smithson (1991) found ... (first 

citation) 

Campbell et al. (1991) found ... (subsequent citations) 

For with six or more authors, cite only the first author followed by "et 

al." and the year. In the list of references give all names up to and 

including six authors. 

"and" or "&"? In running text use "and" to join the names of multiple authors, but 

use an ampersand (&) inside parentheses. 

Jones and Brady (1991) continued to find ... 

The authors found the same result in the second and third trials (Jones 

& Brady, 1991). 

Citing multiple works by 

the same author at the 

same time 

Arrange dates in order (oldest to newest).  Use suffixes after the year 

when there are multiple publications from the same year.  If the 

publication dates are same, the suffixes are assigned in the reference 

list where these kinds of references are ordered in alphabetical order 
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by title (article, chapter or complete work). 

Several studies (Jackson, 1999, 2001a, 2001b, 2005) revealed a 

similar outcome.  

Primary authors with the 

same surname 

Include the first author's initials in all text citations even if the year of 

publication differs. 

T.R. Smith (2006) and B.E. Smith (2007) found that ... 

J. J. Jackson and Robertson (2000) and E.M. Jackson and Johns (2005) 

reached the conclusion that ... 

Secondary citations You must acknowledge both the primary and secondary source of 

information.  To do this, include the primary source first and then 

insert the words "as cited in" before the secondary source. 

Cumming's (1980) study (as cited in Pauley, 1991) ... 

This belief has been confirmed (Cumming, 1980, as cited in Pauley, 

1991) ... 

You do not need to source the primary or original work cited (e.g. 

Cumming, 1980) but the secondary source (e.g. Pauley, 1991) needs 

to be given in your list of references.  

No author When a citing a source in text that has no identified author, use a 

short title and year for the parenthetical citation.  

The in text citation for the online source "New drug appears to sharply 

cut risk of death from heart failure" would be ("New Drug," 2001). 

Use double quotation marks for article titles, chapter titles or web page 

titles.  Italicize (without quotation marks) book titles. 

(Psychological effects, 1999) 

For works designated as "Anonymous", cite in text as Anonymous 

followed by a comma and the date. 

(Anonymous, 2007) 

Legislation (includes 

Acts and Bills) 

The Equal Opportunity Act 1995 (Vic) prohibits ... 

... the Copyright Act 1968 (Cth) ... 

... according to s. 15 of the Anti-Discrimination Act 1991 (Qld) ... 

... Interactive Gambling Bill 2001 (Cth) ... 

Legal authorities (cases) Carey v. Price (2005) 

Mabo v. Queensland (1992)  
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Quotes 

Quotations or quotes are when you use the exact words of another author or 

your own previously published work.  Quotations must always be referenced with 

page numbers. 

1. Quotations of less than 40 words (approximately) should form part of the 

text and be designated with double quotation marks. 

2. With quotations of 40 or more words, DO NOT use quotation marks; set 

the quotation in an indented (about a half inch) free standing block of text.  

Use double-line-spacing to separate the quote from the text of your work. 

Type Examples 

Direct quotation  Less than 40 words. 

Always include the author, year, and page number(s) as part of the 

citation. 

Graduates receiving "additional information literacy training achieved 

higher grades than graduates who did not attend any skills' sessions" 

(Capel, 2002, p. 323). 

40 or more words. 

Although the groups contained different age groups, they were not 

differentiated in the feasibility study: 

The intensive ESL program was enthusiastically supported by 

the administration and was popular with the young learners and 

their parents.  Although the groups differed in age, measures of 

English and French proficiency and language 

aptitude administered at the outset of the experiment indicated 

that differences between the fourth and fifth year classes were 

non-significant (White, Horst, & Bell, October 2007); thus in the 

research reported here, we do not distinguish between the two 

groups.  (Horst, White, & Bell, 2010, p. 334) 

Do not omit or alter citations embedded within the quote.  These 

embedded citations are not included in your list of references unless 

used as a primary source elsewhere in your work.  In the above 

example, the 2010 article (where the entire quote comes from) is 

included in the list of references but the 2007 work mentioned within 

the quote is not, unless it is used as a source elsewhere in the work. 

For additional paragraphs within the quotation, insert a double-line-

spacing and indent the first line of each an additional half inch (five to 

seven spaces). 

Specific parts of a Always give page numbers for quotations (if available). 
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source For sources that do not provide page numbers, use the paragraph 

number, if possible, preceded by the abbreviation 'para.' 

(Zelow, 2001, para. 17) 

(Broome & Davies, 1999, para. 5) 

(Bray, 1999, chap. 3) 

(Beutler, 2000, Conclusion section, para. 1) 

 

Images from other sources 

 

Type Examples 

Reproducing or adapting 

copyrighted 

photographs, images, 

tables and figures. 

Tables and figures (including photographs and other images) should be 

numbered above in the order in which they are first mentioned in text. 

The title follows the number: 

 

Table 7. Confidence Intervals With Upper and Lower Limit 

In the text, refer to tables and figures by their number: 

As shown in Table 7, there is a larger variation than we would expect. 

 

For both print and electronic forms, acknowledge the author and 

copyright holder in the figure caption or in a note at the bottom of the 

reproduction. 

Note.  Reproduced from "Which methods are best suited to the 

production of high-quality research in geography education?" by G. 

Butt, 2010, International Research in Geographical and Environmental 

Education, 19(2), p. 105. Copyright 2009 by Perks & Prestage.  

Note. Adapted from Emissions trading & competitiveness: Allocations, 

incentives and industrial competitiveness under the EU Emissions 

Trading Scheme (p. 60), by M. Grubb and K. Neuhoff (Eds.), 2006, 

London: Earthscan. Copyright 2006 by J. Sijm, K. Neufoff and Y. 

Chen.   

If copyright permission footnotes are required, refer to the Publication 

manual. 

Non-copyright or 

personal images or data 

sourced from others 

For images, tables or data used with the permission of another party, 

treat as you would a personal communication.  Cite in text only and do 

not include in the reference list. 

Give the initials as well as the surname of the communicator, and 
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provide as exact a date as possible: O. Stone (personal 

communication, March 29, 2001) 

(M.A. Toby, personal photograph, May 2, 1987) 

 

Publication dates 

 

Type Examples 

Using the year For journals, books and audiovisual media, use the year. 

Within the text - (Smith, 2007) or 

Smith (2007) 

List of References - (2007)  

Including the month, 

season or other 

designation 

If a journal or newsletter does not use volume numbers, include the 

month, season or other designation with the year. 

Within the text - (Jones, 2007, December) or Jones (2007, December) 

List of References - (2007, December) 

Including the day For dailies and weeklies, include the day. 

Within the text - (Brown, 2007, December 12) or Brown (2007, 

December 12) 

List of References - (2007, December 12) 

Works accepted for 

publication but not yet 

published. 

Within the text - (Mills, in press) or Mills (in press) 

List of References - (in press) 

No date available. Within the text - (Boon, n.d.) or Boon (n.d.) 

List of References - (n.d.) 

 


