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1 General information on the preparation of academic papers  

Writing academic papers is one of the core activities of a degree programme. Academic 

papers serve to present the results of one's own research project in a comprehensible 

form and to enable their critical review through examiners (they prove for transparency 

and source identification). The written papers are personal hallmarks that students sub-

mit to their supervising lecturers during their studies. In addition to their educational 

function, these papers also have an examination function and serve as proof of achieve-

ment. Moreover, students at the FH Westküste University of Applied Science (FH 

Westküste) should be able to maintain a critical distance and perspective to their own 

work in their later professional life. In order to fulfil this requirement, it is considered es-

sential to have carried out scientific work under supervision as part of the degree pro-

gramme. The following information is intended to assist students in the preparation of an 

academic paper as part of their studies at the FH Westküste University of Applied Sci-

ences in the Faculty of Business. Whether it is a term paper or a thesis, the same rules al-

ways apply to the preparation of an academic assignment. In addition to the general 

guidelines, some special requirements apply to legal theses, which must be taken into ac-

count and which are summarised in section 2.4.  

 

All of the following instructions are binding for professors, staff and students of the Fac-

ulty of Business at FH Westküste University of Applied Sciences. After consultation and 

mutual agreement between the examiner and the student, individual points may deviate 

from these rules. Students who adhere to these rules - even against the wishes of the ex-

aminer - must not be disadvantaged in any way. Deviation from the corporate design (CD) 

of the FH Westküste University of Applied Sciences is not permitted. 

1.1 Formal requirements for the preparation of academic papers  

Academic work in the Faculty of Business (FH Westküste University of Applied Sciences) 

can be term papers / written assignments and final theses (Bachelor's or Master's theses). 

Project reports, (oral) presentations and reports for the practical semester should also fol-

low the instructions and recommendations of this referencing guide. The Faculty of Busi-

ness (FH Westküste) has defined a number of general formal requirements that students 

must adhere to in all academic work during their studies. Corresponding format tem-

plates are also available on the website.  

Remember: 

Scientific work 

is the core of 

your degree 

programme! 

Please note: 

These general 

guidelines are 

binding! 
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 The cover page corresponds to the format templates of the FH Westküste, a 

template can be found on the website. 

 Each thesis must include a signed reference to the declaration of independent 

work / declaration of oath. A template can also be downloaded from the web-

site under the ‘Exams / Form Downloads’ section and is attached to these cita-

tion guidelines.   

 Text is generally left-aligned or justified with automatic hyphenation Line spac-

ing is 1.5 lines. 

 The font style is Calibri.  

 The font size of the main body text is 12 point.  

 Main headings should be bold and 14 point and subordinate headings should be 

bold and 12 point.  

 Leave a margin of 4 cm on the left, 2.5 cm on the right and 2 cm at the top and 

bottom of each page.  

 All pages, with the exception of the title page and the indexes, are numbered us-

ing Arabic numerals - this also applies to presentations! Other pages (title page, 

indexes and appendix) are numbered with Roman numerals (I, II, III, etc.).  

 The scope / length of the work will be announced during the course. 

 

The following figure (Figure 2) outlines the structure and page numbering for academic 

papers as an example.  
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Figure 2 : Overview of the structure and page numbering 

Important 

Every student is unique - and so are the lecturers and professors. Although there are 

general requirements that are outlined in these referencing guide and act as a guide-

line, you should always check with the respective lecturer what is expected and 

whether there are specific requirements in addition to the general requirements. You 

should also always refer to the current examination regulations! 

 

The final thesis must be submitted to the Examination Office in at least one printed and 

one hardback edition (see examination regulations). At the same time, the thesis must be 

submitted in electronic form to the first and second supervisor / examiner or uploaded to 

the learning platform used by the respective faculty. In addition, students should ask their 

first supervisor whether a hardback version is needed. The form in which term papers are 

submitted is determined and communicated by the respective lecturers in the course.  

 

1.1.1 Cover page  

The cover page contains the university logo (English) in accordance with the FH 

Westküste CD manual and the topic of the thesis. This is followed by the name of the stu-

dent(s), student ID(s), title and name of the lecturer and the degree programme of the 

Note: Page 

and paragraph 

breaks help 

with correct 

numbering! 
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student(s). In the case of term papers, the title of the module must also be stated. On the 

bottom right-hand side of the page, the semester number and submission date of the 

thesis / term paper are stated, and on the bottom left-hand side the semester address of 

the student(s) (see example in the appendix, and as download from the website). The ar-

rangement of the text elements on the cover page can be changed in order to integrate a 

topic-related cover picture. The FH Westküste logo with lettering remains unchanged in 

size, alignment and colour. The cover page is not numbered, but is included in the page 

count (Figure 2).  

 

1.1.2 Table of contents  

The table of contents contains the headings and descriptions of each section. The table of 

contents should demonstrate how the students have understood the topic, worked on it 

and presented it in a logical structure with a recognisable, topic-related common theme. 

The structure presented in the table of contents must be comprehensible and the individ-

ual sections must be balanced. An essential aspect is a logical and self-contained line of 

thought, structured with sub-headings in a logically sound form.  

 

A maximum of three headings levels should be used for term papers and theses. In addi-

tion, the directory structure must be internally consistent. This means that at least two 

headings are used per level, i.e. if there is a chapter 2.1, there must also be a chapter 2.2. 

If only one subheading is used, it must be checked whether this can be included in the su-

perordinate heading or whether a second heading per level can be defined. There is no 

full stop at the end of the numbering. Whether main body text or an introductory para-

graph is provided between two hierarchy levels is not specified, but this should be fol-

lowed consistently and uniformly and agreed with the respective lecturers. Figure 3 

shows an example of how the structure would look with and without introductory para-

graphs between the hierarchy levels.  

Note: At least 

two headings 

per level! 

Remember: 

The common 

thread is a co-

herent and 

logical se-

quence of ar-

guments! 
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Figure 3 : Example of hierarchy levels 

It is advisable to use format templates in Word to have the table of contents created au-

tomatically. Different style sheets can also be used to create and format the table of con-

tents and other lists. Please note the following points:  

 All levels of headings used in the text (maximum of three) must be listed in the ta-

ble of contents.  

 Chapter and section headings are listed one below the other, separated by tabs.  

 The page number is right-aligned.  

 Avoid brackets, underlining, capitals and italics.  

 Although headings in the main body text use different font sizes, the font size and 

style in the table of contents should be identical.  

 Headings on the first level are bold, subsequent headings are not. 

 Headings should not exceed one line. 

 

Figure 4 outlines the standard format for a table of contents in an academic essay / term 

paper (for dissertations, a slightly different standard structure generally applies).  
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Figure 4 : Example table of contents (using a term paper as an example) 

1.1.3 Instructions for the use of figures, tables and lists  

The sensible and appropriate use of figures and tables can greatly enhance a paper, but 

inappropriate use can also disrupt the flow of reading and reinforce or create a bad im-

pression. Nevertheless, the use of figures and tables in term papers and presentations is 

not only desirable, but generally also necessary. Figures and tables must be numbered 

consecutively, labelled in a self-explanatory manner and a reference provided. If the fig-

ure or table was produced by the students themselves, this must also be indicated. 

Moreover, the figure or table should be referred to and introduced in the main body text 

and not introduced without prior commentary. 

In addition to the table of contents (section 1.1.2), other lists may be relevant depending 

on the use of figures, abbreviations and tables in the text. These lists are integrated di-

rectly after the table of contents and should generally be presented on one page each. In 

the case of short lists, for example if there are only a few figures and tables, the lists can 

also be shown on one page. The following order is recommended:  

 List of figures  

 List of tables  

 List of abbreviations  

Note: Always check 

the readability of ta-

bles and figures! 
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The following general instructions must be considered when creating lists:  

 The list of figures and tables should include the figure or table number, the title of 

the figure or table and the corresponding page number(s).  

 Sources for figures and tables should not be included in the list of figures and ta-

bles.  

 Figures and tables are to be listed in the main body text according to their num-

bering.  

 Tables and figures that are only used in the appendix are not included in the re-

spective lists. If many figures and tables are integrated in the appendix, a separate 

list can be created in the appendix 

 Abbreviations are listed alphabetically.  

 Generally known and common abbreviations such as, e.g., cf. or resp. do not have 

to be listed in the list of abbreviations.  

 Abbreviations and a corresponding listing in the list of abbreviations are only used 

if a term is used at least twice in the document, otherwise an abbreviation is not 

necessary. 

 

Note: Labelling & directories  

Figures and tables should be numbered and labelled automatically (right mouse button, 

insert label). Lists can then be easily created on this basis, which not only saves a lot of 

time, but also minimises the possibility of formal errors. 

 

1.2 General notes on the structure of the work  

The structure of an academic paper - regardless of whether it is a written assignment or 

an oral presentation - is fundamental to the examination performance. Students should 

always ask themselves whether the common thread has been established and whether 

the examiners would understand the content even without prior knowledge. Accordingly, 

the subject matter must be presented in a clearly structured and systematic way. Central 

points should therefore be taken up and emphasised again and again and the relevant 

topic should be considered in depth and breadth. As a rule, scientific papers should follow 

a logical-deductive approach. This means that general statements are made first and 

then more specialised and in-depth content is presented in a filtered manner.  
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Generally, a scientific paper consists of at least three chapters - introduction - main part - 

conclusion - which can be subdivided into further sections and can also be titled differ-

ently. Further subdivision into individual chapters is possible and often necessary, particu-

larly in the main part. While an ideal structure of an (empirical) paper can be defined, the 

actual structure depends on the central question and objective as well as the methodo-

logical approach. For example, if original data are collected, a separate chapter should be 

devoted to the methodological approach and the results. In the case of secondary data 

analyses, the methods section is usually much shorter or is presented in the literature 

section. In principle, the introduction describes the topic, demonstrates the relevance of 

the analysis and outlines the structure of the thesis. The main section presents and dis-

cusses the main findings derived from the author's own work. The final section not only 

summarises these findings, but also critically reflects on one's own work, for example by 

pointing out limitations and implications (i.e. possible conclusions for practice or theory, 

recommendations for action, implications). In some cases, an appendix with further infor-

mation may also be relevant. The focus of the content will be announced by the lecturers 

in the respective modules. 

 

1.3 Special notes on the structure and organisation of legal papers 

In legal academic papers, the structure (deviating from the specifications under 1.1.2) can 

be in the so-called "legal (Arabic) mixed system" (e.g. A., I, 1., a., aa., α, (1.), (a.), (aa.)...), 

whereby more than five levels of structure should be avoided if possible. If a legal opin-

ion is to be prepared as part of a term paper, the bullet points "Introduction" and "Con-

clusion" are omitted.  

 

 

 

Note: The 

structure of 

the paper de-

pends on the 

task and ap-

proach. Special 

instructions 

for legal pa-

pers must be 

followed. 

Notes on the structure of a scientific paper  

The ideal structure of an academic paper may vary from one programme in the Faculty 

of Business to another. You should always discuss this with your lecturer. 
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2 Notes on citation and reference list  

The use of sources is fundamental to the production of academic work. The use of 

sources not only makes the source transparent to the reader, but also allows the reader, 

if interested, to delve deeper into the original source and verify its origin and is therefore 

important for the comprehensibility of the statements made. In general, any statement of 

fact that is not common knowledge and the use of figures, data and facts require a 

source. The use of sources is also important because referring to the ideas of others 

acknowledges the author of the original source and also protects the author (in this case 

the students) from accusations of plagiarism.  

What actually is plagiarism? 

Plagiarism is the misuse or theft of someone else's intellectual property. Plagiarism in-

cludes unreferenced passages of text and the use of unreferenced images, or a combi-

nation of both. Plagiarism can also occur inadvertently by failing to cite sources or by 

forgetting to cite sources. Using content without citing the source is not only incorrect 

because it makes it impossible for the reader to understand and verify the content, it is 

also considered a breach of academic integrity because it falsely passes off the author's 

ideas as one's own. 

2.1 Quoting correctly – but how?  

Different data sources can be used for a scientific paper. These can be divided into scien-

tific and non-scientific or specialised media and non-specialised media. Scientific sources 

include monographs, anthologies, journal articles and (in some cases) conference papers 

at scientific conferences. 

When using sources in the text, a distinction is made between different citation methods. 

On the one hand, content-related / indirect quotes can be used, which is also referred to 

as paraphrasing (i.e. rewriting). This is where the students summarise the content in their 

own words, using their own voice and interpretation. This also means that it is not simply 

an exchange of individual words or sentence structure, but a formulation in the student’s 

own language. In the case of verbatim reproduction, complete passages of text are rec-

orded and reproduced identically. In this case, it is necessary to reproduce the direct 

quote in double quotation marks, together with the page number(s) (if any). It is also im-

portant that the direct quote is reproduced verbatim and with appropriate formatting. 

Note: Facts 

and figures re-

quire a source! 

Note: Para-

phrasing 

means repro-

ducing in your 

own words 

and interpret-

ing. 
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For example, if bolding is used in the original quotation, it must be used in the reproduc-

tion of the quotation. Any spelling or syntax errors must also be included and identified as 

such by using the term "sic" in square brackets - [sic]. It is considered better academic 

practice to paraphrase or summarise in your own words. Direct quotes should only be 

used when the central point cannot be better expressed in your own words, or when spe-

cific definitions of terms are involved. They should be used sparingly. 

 

A distinction can also be made as to whether the author should be the focus, or whether 

the content of the statement should be the focus. In the former case, the name would be 

included in the main text; in the latter case, it would be listed in parentheses at the end of 

the quotation. It is also possible to use only parts of a direct quote, for example because it 

would otherwise be too long, or because aspects are not relevant - it is important to 

maintain transparency and not to delete aspects that are relevant out of self-interest, as 

this would disrupt your own argument. Therefore, they must not distort the meaning of 

the quotation. In the case of abbreviations, use square brackets [...]. This is also the case if 

the author adds something for the sake of comprehension, ease of reading or grammati-

cal correctness. As a general rule, students should always try to cite the original text; only 

when the original source is not accessible can they cite secondary literature (recitations 

or secondary citations). Transparency is required here and students should not claim to 

have read an original document if it is not available. Examples of citation options are 

given below. 

Example of direct and indirect quote (paraphrase) 

You have read the following section in the journal article by Seeler et al. (2021, p. 456) 

and are now thinking about how you can summarise it:  

Original extract: On a more critical note, findings from both research phases also show 

that experienced tourists embrace their hybridity and explore popular and must-see 

places to the same extent as new destinations. However, their travel behaviour diverts 
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There is a further peculiarity with foreign-language quotations. In the case of direct, 

word-for-word citations, these should be adopted from the original, but if necessary sum-

marised in your own words in in the language of the course (English or German). Non-

English-language quotations should always be translated and labelled as such with a com-

ment in square brackets, e.g. [own translation]. 

from less experienced tourists. Experienced tourists contribute more positively to spa-

tial and temporal dispersal as they are more receptive to educative and redistributive 

VM strategies […]. 

1. Direct quote (verbatim reproduction).  

Seeler, Schänzel and Lück (2021, p. 15) argue that the travel behaviour of experienced 

tourists diverts from the behaviour of less experienced tourists as follows: “Experienced 

tourists contribute more positively to spatial and temporal dispersal as they are more 

receptive to educative and redistributive VM strategies”.  

 

2. Direct quote (verbatim reproduction with omission).  

A distinction is made between experienced and inexperienced tourists concerning sus-

tainable travel behaviour: " Experienced tourists contribute more positively to spatial 

and temporal dispersal as they are more receptive to educative and redistributive VM 

strategies” (Seeler, Schänzel and Lück, 2021, p. 15). 

 

3. Indirect quotation or paraphrase (own summary, with emphasis on the author / 

group of authors) 

Seeler et al. (2021, p. 15) differentiate between experienced and inexperienced tourists 

and argue that tourists with higher experience levels are more likely to travel sustaina-

bly.  

 

4.  Indirect quotation or paraphrase (own summary, without emphasising the author 

/ group of authors) 

A distinction can be made between experienced and inexperienced tourists and it was 

found that tourists with higher experience levels are more likely to travel sustainably.  

(Seeler, Schänzel and Lück, 2021, p. 15).  
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Advice: 

Make a note of the correct sources, including page numbers, as you write - otherwise 

the later search can be very time-consuming! 

 

2.2 Quoting correctly in the Faculty of Business at the FH Westküste 

When referencing sources and compiling the reference list, please follow the instructions 

below, which are based on the Harvard citation rules of Anglia Ruskin University. The 

Guide to the Harvard Style of Referencing can be found on the homepage of Anglia Rus-

kin University. It should be noted that there is no single correct Harvard citation method, 

but numerous variations. The citation rules of the Faculty of Business (FH Westküste) are 

also a unique deviation that must be followed when preparing term papers, theses and 

other examination scripts. If sources are used for which no specific procedure is explained 

in this document, the guidelines of Anglia Ruskin University should be followed and, if 

necessary, the corresponding adjustments for uniformity should be made independently. 

It is important to follow a standardised procedure that is comprehensible to the reader. If 

a thesis is written in German, the German referencing guide of the Faculty of Business (FH 

Westküste University of Applied Sciences) applies. In the following table (Table 1), an 

overview of common abbreviations in German and English is provided.  

Table 1: Overview of abbreviations of frequently used terms in the citation 

Harvard Citation (English Speaking) German adaptation 

Abbreviation Meaning 
Abbrevia-

tion 
Meaning 

p. Page S. Page 

pp. Pages S. X f. 

S. X ff. 

 

S. X-Y 

for one subsequent page 

with more than one subse-
quent page 

Applies to page references of 
direct quotes that extend 
over two pages. 

Note 1: There is a space after 
"S.".  

Note: Own ci-

tation order 

based on Har-

vard citation 

style. 



13 

 

Note 2: There is also a space 
between the page number 
and the addition f. or ff. 

n.d. no date o.J. ohne Jahr 

Anonymous  o.V. ohne Verfasserin / Verfasser 

Available at  Verfügbar 
unter: 

 

Accessed / Re-

trieved 
 

Aufgeru-
fen am:  

 

In press  Im Druck   

Vol. Volume  Jg. Volume 

No. Number Nr. Number 

Ed. Editor Hrsg. / Hg. Publisher / Editor  

 

Note: Hrsg. or Hg. can be 
used. A standardised ap-
proach should be adopted. Eds. 

Editors  

Note: In English, a dis-

tinction is made be-

tween the singular and 

plural form. 

2.3 Source types and reference list 

All sources used in the main body text must be listed in full extent in the reference list. 

Literature that was read during the editing process but not used later in the term paper 

or theses does not belong in the reference list; this would then be a bibliography. Numer-

ous source types exist that can be used for scientific papers. The following table lists the 

most important and most frequently used types of sources (Table 2). 

Table 2: Types of sources for academic papers (frequently used) 

Type of source Explanation 

Books, scientific journals, newspapers 

Monograph A monograph is written by one author or a team of au-
thors as a whole.  

Note: All 

sources used 

in the main 

body text must 

appear in the 

reference list. 
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Anthology 

 

In an anthology, individual chapters are written by inde-
pendent authors or a team of authors, collected by an edi-
torial team and published as a complete thematic work.  

Journal article Articles in scientific journals that have undergone a dou-
ble-blind peer review process (see info box below). 

Newspaper article Articles in newspapers (digital or print). Attention should 
be paid to the quality of the newspaper (The Sun vs. New 
York Times). 

Dictionary / Lexicon Encyclopaedia for definitions of a term. 

Note: Dictionaries are not generally considered to be spe-
cialist literature! Dictionaries can be used to define core 
terms, but it should be remembered that this is only a very 
general definition of a term, focusing on linguistic infor-
mation rather than content information. Subject specific 
definitions are preferred for academic work. 

Other formats 

Personal communica-

tion 

A personal, subject-specific exchange between the author 
and a third person or group of people. This may take the 
form of a face-to-face conversation, a telephone call, a 
short message or an exchange of letters, for example.  

Note: If the personal exchange is part of the primary data 
collection (e.g. in the form of interviews), this is not listed 
as a source. If the content of a personal communication 
that took place prior to your own data collection is used, 
this information would be classified as secondary data and 
a source reference would be required.  

Unpublished works Papers / articles / books that are intended for publication 
but are still in print.  

Note: In this case, 'in print' should be used instead of the 
year when using the source. Before submitting the work, it 
is important to check whether the status has changed.  

Preprints Preprints are working papers or manuscript versions of 
texts that have been submitted for publication, regardless 
of their peer-review status. Preprints are therefore only 
suitable for limited citation. 

Final theses / student 

research projects / pro-

ject work 

Academic (final) theses written by students during their 
degree programme.  

Note: When using dissertations as a source, it should al-
ways be borne in mind that it is not possible to tell from 
the dissertation whether it is a good or bad piece of work. 
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With this in mind, theses and dissertations should only be 
used if no other source is available. 

Reports from organisa-

tions 

Final reports / annual reports / marketing plans etc. of or-
ganisations. 

Lecture / seminar notes Lecture notes that are made available as part of lectures.  

Note: Lecture / seminar notes can be cited, but it should be 
checked whether sources of models, definitions etc. are 
given and the original source should be used.  

AI generated content Content generated by artificial intelligence 

Note: AI-generated sources are only permitted as primary 
sources in exceptional cases and in consultation with the pri-
mary supervisor / lecturer, and must then be clearly identi-
fied as such. For further guidance, see the guide for teachers 
on the use of AI in teaching 

 

In addition, electronic and/or audiovisual sources are increasingly being used (Table 3). 

Here, the origin of the source should always be considered in order to assess its credibility 

and to classify it in terms of scientific validity for one's own work - also because there is 

usually no "double-blind" procedure. 

 

Table 3: Electronic and audiovisual sources 

Electronic sources Audio-visual formats 

Websites Films  

Blogs  Pictures / Photos  

Social media  Online images 

Note: Double-

blind method 

increases the 

credibility of 

the source. 

Double-blind review / peer review procedure 

Peer review means that scientific work is assessed by scientific peers in a regulated pro-

cess. Double-blind review means that at least two independent scientists in the field re-

view the scientific work anonymously. The double-blind process is considered to be at 

the heart of good scientific communication, but is also seen by critics as a kind of con-

trol system. 
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Apps Maps 

E-mail correspondence Podcast 

 YouTube videos 

 

The correct citation of sources depends on the type of data source and other information, 

such as the number of authors. Some general advice for compiling the reference list is 

summarised below, in the following tables (Table 4 to Table 8)examples with further ex-

planations are presented.  

 The reference list should include all sources used in the main body text. It is not 

necessary to differentiate according to the type of source, but to list all sources 

alphabetically.  

 If several works by one author are available, these sources are sorted chronologi-

cally (most recent publication first, then sorted by year in descending order).  

 If there are several works by one author with different co-authors, the order is 

based on the surname of the second author.  

 Titles must always be adopted in their original form, i.e. separators used between 

the main title and subtitle in the form of a hyphen or colon must be adopted ac-

cordingly. If neither a hyphen nor a colon is included in the original, a colon should 

be used. 

 Capitalisation should be limited to terms that are also capitalised (e.g. proper 

names, nouns). Even if a title is capitalised in the data source as a whole, this 

should not be adopted. This also applies to foreign language sources.  

 In the case of German-language sources, the original title must be used; other de-

tails, e.g. the publisher or edition, must be translated into Englisch. 

 When referring to sources with two or three authors in the main body text, the 

"and" is written in full in the body of the text (both in the text and in parentheses). 

In the case of three authors, a comma is used between the first and second au-

thor. This also applies to the list of references.  

 When referring to sources with four or more authors in the body of the text, only 

the first name is given, followed by et al. (Latin for "and others") - this applies only 
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to the main body text; in the reference list, all names are given according to the 

author order of the original source. 

 Only the authors' surnames are given in the text; first names and titles (e.g. Dr, 

Prof) are  not given. Exceptions regarding first names are listed in the tables be-

low.  

 The year of publication must also be indicated. If the year of publication is un-

known, no date (n.d.) must be used.  

 Page numbers (if available) are required for direct quotes in the main body text. 

For better traceability, it is recommended that page numbers are always included 

in academic papers if they are available.  

 In the reference list, the page numbers only need to be given for some source 

types (e.g. article in an anthology, scientific journals). 

 

The different types of sources and their referencing styles are outlined in the tables be-

low. It is important to note that most of these examples are fictional. Table 4 provides ci-

tation information for the use of monographs and chapters in anthologies. Additional ad-

vice and examples are given. 

Table 4: Referencing guide for monographies and anthologies 

Monographs & Anthologies 

Source Type In-text citation  Information in the reference list 

Monograph with 

one author 

Paraphrasing example 1 Em-

phasising the content:  

The purpose of correct cita-

tion is to make the statement 

made understandable (Ber-

ger-Grabner, 2020, p. 244). 

Paraphrasing Example 2 – Em-

phasising the author:  

Berger-Grabner (2020, p. 244) 

emphasises that the purpose 

Berger-Grabner, D. (2020). Basics 

of scientific work and scientific 

theory: helpful tips and practical 

examples. Wiesbaden: Springer 

Gabler. 

Note 1: The author's surname is 
given in full. Only the first letter 
of the first name(s) is given. This 
applies to direct and indirect 
quotation. Titles are not listed. If 
the first name is a hyphenated 
double name, proceed as follows: 
Karl-Heinz Meier = Meier, K.-H. 
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of correct citation is to make 

the statement made under-

standable. 

Direct citation example 1:  

Berger-Grabner (2020, p. 42) 

defines time planning as fol-

lows: “Time planning is the 

centrepiece of any work 

methodology and of success-

ful self-management.” 

Note 1: A comma is used to 
separate each item (surname, 
year, page number). 

 

Note 2: As the direct quote is 

an independent sentence, the 

punctuation mark is placed at 

the end of the sentence, be-

fore the quotation marks. 

 

Note 2: The year must be given in 
brackets. A full stop is placed af-
ter the parentheses.  

 

Note 3: The title of the work 
should be in italics. 

 

Note 4: There may be several 

places of publication. These 

should also be listed. A colon is 

placed after the place of publica-

tion and before the name of the 

publisher. 

Several works by 

one author in one 

year  

 

 

Paraphrasing example 1:  

The purpose of correct cita-

tion is to make the statement 

made understandable (Ber-

ger-Grabner, 2020a, p. 244). 

Berger-Grabner (2020b, p. 44) 

also emphasises that correct 

citation supports the credibil-

ity of the statement.  

Berger-Grabner, D. (2020a). Ba-

sics of scientific work and scien-

tific theory: helpful tips and prac-

tical examples. Wiesbaden: 

Springer Gabler. 

Berger-Grabner, D. (2020b). The 

art of academic writing. Berlin: 

Erich Schmidt Verlag. 

Note: The first source used in the 

text is marked with the suffix 'a', 

followed by alphabetical num-

bering for subsequent sources by 
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the same author in the same 

year. This only applies to the 

same year and the same author. 

If you are not using citation soft-

ware, you should check that the 

numbering is correct before sub-

mitting. 

Independent 

works by authors 

with the same sur-

name in the same 

year 

The purpose of correct cita-

tion is to make the statement 

made understandable (D. 

Müller, 2020, p. 244; F. Mül-

ler, 2020, p. 110). 

Note 1: If there are two publi-

cations from the same year by 

different authors with the 

same surname, the first letter 

of the first name is included in 

the source reference in the 

text. This serves the purpose 

of better traceability and to 

enable easier retrieval in the 

reference list. 

 

Note 2: If two works are cited 

in the same in-text citation, 

they should be separated by a 

semicolon. The order is chron-

ological. If the year of publica-

tion is the same, the order is 

alphabetical. 

Müller, D. (2020). Basics of scien-

tific work and scientific theory: 

helpful tips and practical exam-

ples. Wiesbaden: Springer Gab-

ler. 

Müller, F. (2020). Quoting is fun. 

Berlin: Erich Schmidt Verlag. 
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Monograph with 

two authors 

Paraphrasing Example 1: The 

purpose of correct citation is 

to make the statement made 

understandable (Berger-Grab-

ner and Müller, 2021, p. 444). 

Paraphrasing example 2: 

Berger-Grabner and Müller 

(2021, p. 444) emphasise that 

the purpose of correct cita-

tion is to make the statement 

made understandable. 

Direct citation example 1:  

Berger-Grabner and Müller 

(2020, p. 42) define time plan-

ning as "the centrepiece of 

any work approach and of 

successful self-management". 

Note 1: 'and' is written in full 

between the surnames of the 

authors. This applies both in 

the text and in the brackets.  

Note 2: For integrated direct 

quotes, the punctuation mark 

is inserted after the end of the 

quotation and the quotation 

marks.  

Note 3: If the direct quote is 

part of a sentence, the final 

punctuation mark must follow 

the quotation marks. If there 

Berger-Grabner, D. and Müller, F. 

(2021). Basics of scientific work 

and scientific theory: helpful tips 

and practical examples, 2nd edn.. 

Wiesbaden: Springer Gabler. 

Note: There are two dots after 

'edn'. - The first dot is the abbre-

viation, the second is the punctu-

ation mark. Alternatively, the 

word 'editions' can be written 

out in full. It is important to fol-

low a standard procedure. It is 

not necessary to indicate 

whether it is an updated/revised 

edition - the edition number al-

ready makes this clear! It is not 

necessary to state the first edi-

tion (1st edn.). Instead of using 

subscripts, you can also use a full 

stop after the edition number 

(2nd vs. 2.)  
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is a full stop in the original, it 

is omitted - this does not ap-

ply to quotation marks or 

question marks. 

Monograph with 

three authors 

Paraphrasing example 1:  

The purpose of correct cita-

tion is to make the statement 

made understandable (Ber-

ger-Grabner, Fritz and Müller, 

2022, p. 444). 

Paraphrasing example 2: 

Berger-Grabner, Fritz and 

Müller (2022, p. 444) empha-

sise that the purpose of cor-

rect citation is to make the 

statement made understand-

able. 

Note: There is a comma be-

tween the first and second 

surnames, 'and' is written in 

full between the second and 

third surnames.  

Berger-Grabner, D., Fritz, S. and 

Müller, F. (2022). Fundamentals 

of scientific work and scientific 

theory: helpful tips and practical 

examples, 3rd edn.. Wiesbaden: 

Springer Gabler. 

Note: Fritz could also be a typical 

first name. Always pay attention 

to what is first name and what is 

surname and ensure to apply the 

correct citation.  

Monograph with 

four authors and 

more 

Paraphrasing Example 1 The 

purpose of correct citation is 

to make the statement made 

understandable (Berger-Grab-

ner et al., 2023, p. 444).  

Paraphrasing example 2: 

Berger-Grabner et al. (2023, 

p. 444) emphasise that the 

Berger-Grabner, D., Fritz, S., 

Wagner, P. and Müller, F. (2023). 

Fundamentals of scientific work 

and scientific theory: helpful tips 

and practical examples, 4th edn.. 

Wiesbaden: Springer Gabler. 

Note 1: All surnames are written 

in full in the reference list. Special 
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purpose of correct citation is 

to make the statement made 

understandable. 

Direct citation example 1:  

Berger-Grabner et al. (2023, 

p. 42) define time planning as 

“the centrepiece of any work 

methodology and of success-

fully [sic] self-management”. 

Note 1: Only the first surname 

is mentioned in the text, fol-

lowed by the abbreviation ‘et 

al.’  

Note 2: A grammatical error 

can be recognised in this ex-

ample quotation; it should 

read “of successful self-man-

agement”. If there is such an 

error in the original text, it is 

also included and marked 

with the note [sic]. This stands 

for “sic erat scriptum” and 

means that it has been 

adopted from the original 

source. Any highlighting in the 

original text (e.g. bold, italic, 

small caps, etc.) is also in-

cluded and labelled with the 

following note: [emphasis in 

original]. 

rules apply for 12 or more au-

thors - the first four and the last 

two are listed here, with [....] in 

between.  

Note 2: The order of the authors 

always corresponds to the origi-

nal work and is not to be sorted 

alphabetically! 
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Note 3: The addition et al. 

must be used from the first 

mention of four or more au-

thors in the text. 

Contribution of an 

author in an an-

thology 

Paraphrasing example 1:  

Baumgartner (2021, p. 25 ff.) 

summarises key challenges in 

relation to sustainable tour-

ism development. 

Note: Only the author of the 

chapter is cited in the text, 

not the authors and editors of 

the edited work. 

Baumgartner, C. (2021). Nachhal-

tige Tourismus-Entwicklung – Er-

fahrungen aus ländlich-alpinen 

Regionen. In: S. Brandl, W. Berg, 

M. Herntrei, G.C. Steckenbauer 

and S. Lachmann-Falgner (eds.). 

Tourismus und ländlicher Raum: 

Innovative Strategien und Instru-

mente für die Zukunftsgestal-

tung. Berlin: Erich Schmidt Ver-

lag. p. 13-32. 

Note 1: In the case of editors, the 

first letter of the first name is 

listed first, followed by the sur-

name, i.e. in reverse order to the 

chapter authors. 

Note 2: The abbreviation ed. 

stands for one editor, eds. is used 

for two or more editors.  

Note 3: Chapter page numbers 
should follow the publisher's de-
tails (place of publication and 
publisher).  

 

Note 4: The title of the complete 

work is in italics, the title of the 

chapter contribution is not. 
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Contribution by 

two authors in an 

anthology  

Direct citation example 1:  

Köchling et al., (2023, p. 9) ar-

gue that "although the tour-

ism industry is generally un-

derstood as being resilient […] 

the magnitude of the impact 

of the COVID-19 pandemic 

brought new dimensions to 

questions of sustainability and 

resilience building." 

Note 1: In this example, only 

part of the original sentence is 

quoted. This is indicated by 

the use of a square bracket 

with three periods [...]. Omis-

sions are possible if only parts 

of a sentence or paragraph 

are to be directly quoted. The 

important thing is that the 

quotation is not taken out of 

context. 

Note 2: Because the example 

is a complete, independent 

sentence, the punctuation 

mark is placed at the end of 

the sentence, before the quo-

tation marks. 

Köchling, A., Seeler, S., van der 

Merwe, P. and Postma, A. 

(2023). Editorial: Towards sus-

tainable and resilient tourism fu-

tures. A. In: A. Köchling, S. 

Seeler, P. van der Merwe and A. 

Postma (eds.) Towards sustaina-

ble and resilient tourism futures: 

Insights from the Inter-national 

Competence Network of Tourism 

Research and Education (ICNT) 

Berlin: Erich Schmidt Verlag. p. 7-

16. 

Complete works The anthology by Brandl et al. 

(2021) presents a variety of 

strategic approaches for shap-

ing tourism in rural areas.  

Brandl, S., Berg, S., Herntrei, M., 

Steckenbauer, G.C. and Lach-

mann-Falgner, S. (eds.) (2021). 

Tourismus und ländlicher Raum: 
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Note: In this case, reference is 

not made to a single chapter 

in an anthology, but to the 

work as a whole. 

Innovative Strategien und Instru-

mente für die Zukunftsgestal-

tung. Berlin: Erich Schmidt Ver-

lag. 

Reminder & general advice for the use of monographs / anthologies:  

 The title of the work should be in italics - this also applies to anthologies, where 

the title of the complete work is in italics rather than the title of the chapter.  

 For first editions, the edition number need not be given. Subsequent editions 

should be indicated accordingly. Wherever possible, the most recent edition 

should be used. Information on updated editions is not required.  

 Page numbers are only included in the reference list for chapters in anthologies. 

If only parts of a monograph or anthology are read, it is not necessary to indi-

cate this.  

 There is always a full stop at the end of the citation in the reference list. 
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Attention with punctuation marks! 

Some special rules apply to punctuation marks, depending on the sentence structure.  

 If a direct quote is part of a sentence and comes at the end of the sentence, the 

punctuation follows the quotation marks.  

Müller and Meier (2020, p. 4) ensure that "students understand the use of punc-

tuation marks".  

 If a direct quote is a single sentence and the source is given after the quotation at 

the end of the sentence, the punctuation follows the source information.  

"Punctuation marks are great" (Müller and Meier, 2020, p. 5). 

 If a direct quote is introduced by naming the authors and then stands alone as a 

separate sentence, the punctuation mark is placed at the end of the quotation be-

fore the quotation marks.  

Müller and Meier (2020, p. 5) define this as follows: "Punctuation marks are 

great." 

 The punctuation mark in the original quotation is only included in the case of a pe-

riod if the direct quote appears as a complete sentence at the end of the quotation 

(see previous example). However, in the case of an exclamation mark or question 

mark, however, the punctuation is always included. 

"Punctuation marks are great!" (Müller and Meier, 2020, p. 5). 

 If a direct quote forms a complete sentence with a period at the end, the period 

mark is placed after the source information. If the period would be placed before 

the source information, the direct quote would be separated from the source and 

would be considered independent of each other. 

"Punctuation marks are great" (Müller and Meier, 2020, p. 5). 
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In addition to monographies and chapters in scientific anthologies, scientific journals are 

trustworthy source for academic work. Depending on the subject area and research ques-

tion, different journals may be of interest and relevance. Table 5 demonstrates the refer-

encing guidelines when using scientific journals.  

 

Table 5: Referencing guide for scientific journals 

Journal articles  

Source Type In-text citation  Information in the reference list 

Article by three 

authors in a scien-

tific journal  

Seeler, Schänzel and Lück 

(2021, p. 5000) argue that the 

travel behaviour of experi-

enced tourists diverts from 

the behaviour of less experi-

enced tourists as follows: “Ex-

perienced tourists contribute 

more positively to spatial and 

temporal dispersal as they are 

more receptive to educative 

and redistributive VM strate-

gies”.  

Note 1: The term experienced 

tourist is emphasised here by 

the italic font. No double quo-

tation marks should be used 

for emphasis, as this would 

imply a direct quote. 

Seeler, S., Schänzel, H.-A., and 

Lück, M. (2021). Sustainable 

travel through experienced tour-

ists’ desire for eudaemonia and 

immersion. Scandinavian Journal 

of Hospitality and Tourism, 21(5), 

494-513, 

https://doi.org/10.1080/ 

15022250.2021.1974541 

 

Note 1: The title of the journal is 

shown in italics. The title of the 

article should not be italicised. 

Note 2: The name of the journal 

(if available) is followed by the 

volume and issue number. The 

volume is in italics, the issue 

number is in brackets and is not 

italicised.  

Note 3: There is no punctuation 

mark after the DOI. If there is no 
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DOI, a punctuation mark is 

placed after the page numbers. 

Note 4: It is not necessary to in-

clude the URL of the website of 

the journal, please use the DOI 

instead.  

Article by three 

authors in a scien-

tific journal with a 

future publication 

date 

Zhan, Cheng and Zhu (2024) 

discuss the use of images as a 

data source for scientific 

work.  

Zhan, L., Cheng, M. and Zhu, J. 

(2024). Progress on image ana-

lytics: Implications for tourism 

and hospitality research. Tourism 

Management, 104798. 

https://doi.org/10.1016/j.tour-

man.2023.104798  

Note 1: The publication year of 

the article is in the future (as of 

the first publication date in June 

2023). This is due to the fact that 

it is assigned to volume number 

100 and this volume will be pub-

lished in the print version of the 

journal in 2024.  

Note 2: The reference should not 

include the volume and issue 

number, but the article number, 

as this is a specialised journal 

that publishes articles on an on-

going basis and not in volumes.   

Note 3: As this is an online edi-

tion, no page numbers are avail-

able. 
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Reminder & general advice for the use articles in scientific journals:  

 The title of the journal should be written in italics.  

 The following additional information on the journal should be provided (if avail-

able): volume, issue number, page numbers, DOI. 

 If it is a scientific journal that continuously publishes articles online, an article 

number is given instead of the year and issue number. It does not have to be ex-

plicitly stated that it is an online journal. 

 In the case of open access journals that only appear online, no page numbers 

are given, but an article number is also given for more precise identification. 

 Some journals are considered 'predatory journals', which means that the dou-

ble-blind procedure and the entire publication process are called into question. 

At best, articles from these journals should be avoided. A (not up to date) list 

can be found at https://beallslist.net/.  

 Figure 5 shows an example of where the central information of a journal is avail-

able and can be obtained for the corresponding citation.  

 

 

Figure 5: Example of a citation from a scientific journal 
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What does DOI mean? 

 DOI stands for Digital Object Identifier. 

 It is a permanent and unambiguous indication of the digital source.  

 When specifying the DOI, the HTML version should be used, i.e. a hyperlink should 

be set. 

 DOIs may also be available for books; these should not be included in the reference 

list.  

 

In the following tables (Table 6 to Table 8) a distinction is made by medium rather than by 

number of authors. Please take into account the information outlined above regarding 

correct citation (e.g. in relation to sources with more than four authors). Table 6 provides 

an overview for the use of newspaper articles. It is important to distinguish between print 

editions and online editions. 

 

Table 6: Referencing guide for newspaper articles  

Newspaper articles 

Source Type In-text citation  Information in the reference list 

Print edition "Banken kann man nur 

übernehmen, wenn sie in 

Not sind – oder wenn das 

Vertrauen zwischen den 

Verhandlungspartnern 

grenzenlos ist" (Heusinger, 

2006, p. 27). 

Note 1: The original quote 

in German is used here. 

Normally a translation in 

the author’s own words 

would then follow.  

Heusinger, R. v. (2006). Die Angst 

vor der Größe. Die geplante Fu-

sion zwischen den Banken DZ und 

WGZ ist geplatzt. Aus Partnern 

warden Konkurrenten. Die Zeit, 

20 Dec., p. 27. 

Note 1: In this example, the au-

thor has the suffix 'von'. This suf-

fix is counted here as part of the 

first name. Accordingly, the arti-

cle would be categorised in the 

reference list under 'H'. 
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Note 2: The specific date of publi-

cation and, if available, the page 

number(s) are also given. The 

year does not need to be stated 

here, as this can be seen from the 

general reference. 

Note 3: The title of the newspaper 

is in italics, the title of the article 

is not in italics. 

Online edition "Banken kann man nur über-

nehmen, wenn sie in Not sind 

– oder wenn das Vertrauen 

zwischen den Verhandlungs-

partnern grenzenlos ist" 

(Heusinger, 2006). 

Heusinger, R. v. (2006). Die Angst 

vor der Größe. Die geplante Fu-

sion zwischen den Banken DZ und 

WGZ ist geplatzt. Aus Partnern 

warden Konkurrenten. Die Zeit 

[online] 20 Dec. Available at: 

https://www.zeit.de/2006/52/DZ-

Bank [Accessed 05.04.2023]. 

Note 1: The title of the newspaper 

is followed by square brackets in-

dicating that it is an online 

source. 

Note 2: The link to the post and 

the last time the page was ac-

cessed must also be provided. 

This is essential for tracking pur-

poses. 

Reminder & general advice for the use of newspaper articles:  

 The title of the newspaper should be written in italics.  

 In addition to the year of publication, the specific date (day and month) of publi-

cation is also given after the name of the newspaper.  



32 

 

 In the case of online editions, square brackets should be used to indicate that it 

is an online source. There is no punctuation after the brackets.  

 In the case of online editions, the link where the article can be accessed is also 

given, as well as the date of the last access.  

 The hyperlink to the online edition should be removed and there should be no 

underlining or similar. 

 It is not necessary to save individual web pages and submit a digital version or 

screenshots. If in doubt, the exact date of access can also be used to access ar-

chives that show the status of use! 

 

Online media have become increasingly important in recent years and are at least par-

tially suitable for the preparation of academic papers. However, attention should always 

be paid to the credibility of the source. Some often-used online media are summarised in 

Table 7 and their proper use illustrated. 

 

Table 7: Referencing guidelines for the use of online media 

Internet sources and social media 

Source Type In-text citation  Information in the reference list 

Website The German Federal 

Government has devel-

oped a comprehensive 

roadmap on how Ger-

many can contribute to 

achieving the 17 Sus-

tainable Development 

Goals of the United Na-

tions (Presse- und Infor-

mationsamt der Bun-

desregierung, 2023). 

Presse- und Informationsamt der Bundesre-

gierung (2023). Agenda 2030: Ziele für nach-

haltige Entwicklung. [online] Available at: 

https://www.bundesregierung.de/breg-

de/themen/nachhaltigkeitspolitik/agenda-

2030-355966 [Accessed 05.04.2023]. 

Note 1: In this source, the author is not an in-

dividual or group of individuals, but the insti-

tution that is considered to be the author of 

the article. 
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Note 2: The title is followed by a reference to 

the medium in square brackets. For general 

websites, it is sufficient to indicate 'online' in 

the square brackets. 

Note 3: In addition, the link to the website on 

which the information can be accessed and 

the information when the website was last ac-

cessed must be specified. This is essential for 

traceability. 

PDFs  Another task of strate-

gic personnel manage-

ment with a view to fu-

ture qualification re-

quirements is to ensure 

that the administra-

tion's personnel re-

sources are utilised ef-

fectively and efficiently 

(Robert Bosch Stiftung, 

2009). 

Robert Bosch Stiftung (2009). Demographie-

orientierte Personalpolitik in der öffentlichen 

Verwaltung. [PDF] Robert Bosch Foundation. 

Available at: https://www.bosch-

stiftung.de/de/publikation/demographie-

orientierte-personalpolitik-der-oeffentlichen-

verwaltung [Accessed 16.02.2017]. 

Note: The institution should be named after 

the medium (PDF, e-book) - even if this is a 

duplicate of the author's name.  

E-Books Ries and Walter (2022) 

show how students can 

motivate and organise 

themselves in the con-

text of digital studies. 

Ries, A and Walter, S. (2022). Study @ home – 

Erfolg im digitalen Studium: Selbstmotivation, 

Selbstorganisation, Zeitmanagement. [E-

Book] Berlin: Erich Schmidt Verlag. Available 

at: https://elibrary.narr.digi-

tal/book/99.125005/9783739881997 [Ac-

cessed 05.04.2023].  

Note 1: In this example, a ‘@’ is part of the ti-

tle and must be included. The subtitle is nev-

ertheless separated with a colon. 
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Note 2: If an e-book is also available in a 

printed version, the resource should be 

treated as a printed work and not as an Inter-

net resource! Accordingly, there is no need to 

indicate that it is an e-book. 

Note 3: For e-books, in addition to the URL 

from which the e-book was accessed, the 

place of publication and publisher are also 

stated - in the same way as for printed works.  

Social media  Paraphrasing Example 

1 - Source at the end of 

the sentence:  

The Secretary-General 

of the World Tourism 

Organization (UNWTO) 

met with Albanian gov-

ernment representa-

tives on 4 April 2023 to 

discuss the future of 

tourism (UNWTO, 

2023). 

Paraphrasing Example 

2 - Source citation at 

the beginning of the 

sentence:  

The World Tourism Or-

ganisation (UNWTO) 

(2023) met with Alba-

nian government repre-

sentatives on 4 April 

World Tourism Organisation (2023). Jobs, ed-

ucation and investments. [Facebook] 05 April. 

Available at: https://www.face-

book.com/WorldTourismOrganization [Ac-

cessed 04.04.2023]. 

Note 1: The medium, i.e. the social media 

channel, is named in square brackets (e.g. Fa-

cebook, Instagram, TikTok). 

Note 2: The date on which the post was pub-

lished online must also be specified. 

Note 3: No abbreviations / acronyms are used 

in the reference list, but the full names of the 

institutions. Even if the initial letters are dif-

ferent, the source should be categorised al-

phabetically under "W". 
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2023 to discuss the fu-

ture of tourism. 

Paraphrasing Example 

3 - No mention of the 

institution in the text:  

Government represent-

atives have discussed 

the future of Albania 

together with industry 

experts (World Tourism 

Organisation (UNWTO), 

2023). 

Note 1: In example 1, 

the abbreviation 

UNWTO is first men-

tioned in the text in 

round brackets and can 

then also be used as an 

acronym in the source 

citation.  

Note 2: In example 2, 

the source is given im-

mediately after the 

name of the institution, 

which in this case is the 

author of the article. 

The abbreviation and 

the year must then be 

given in two separate 

brackets. 
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Note 3: In example 3, 

the institution is not 

mentioned in the text. If 

the abbreviation is used 

for the first time in the 

source, this should be 

indicated as round 

brackets within round 

brackets as follows: 

(World Tourism Organi-

sation (UNWTO), 2023). 

There is a parenthesis 

within a parenthesis. 

YouTube 

Social media marketing 

is highly relevant for 

tourism businesses in 

Germany (West Coast 

University of Applied 

Sciences, 2019). 

West Coast University of Applied Sciences 

(2019). Interview mit Benjamin Buhl, netzvita-

mine GmbH, Social Media Marketing, Touris-

mus 4.0 - Nachgefragt in der Branche. [Video 

online] Available at: 

https://www.youtube.com/watch?v=kTVnRN-

Bla-8&list=PLObRHw-F5vQItE7UAqAxv-

TsejLX5ZgfnA&index=3 [Accessed 

04.04.2023]. 

Note 1: The name of the author corresponds 

to the account name, unless otherwise speci-

fied.  

Note 2: The medium is specified in the square 

brackets. As in the example, 'Video online' or 

specifically 'YouTube' can be specified here. 

Note 3: If known, the series / series name can 

be stated after the title. This is not done in 

italics. Only the title is in italics 
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Blogs 

Hedorfer (2022) com-

ments in her blog on 

the potential impact of 

the war in Ukraine on 

German inbound tour-

ism.  

Hedorfer, P. (2022). Einschätzung zum Inco-

ming vor dem Hintergrund des Ukraine-Krie-

ges.www.dzt.de der Vorstandsvorsitzenden 

der DZT: From the Desk of Petra Hedorfer 

[Blog] 28 March. Available at: 

https://www.germany.travel/de/news-

room/blog-podcast/blog-detail-44800.html 

[Accessed 05.04.2023]. 

Note 1: In addition to the title of the blog 

post, the general URL of the blog and the title 

of the blog are also mentioned and shown in 

italics. 

Note 2: The square brackets indicate the me-

dium, in this case 'blog'. This is followed by 

the publication date of the blog. 

Reminder & general advice for the use of online media sources:  

 For websites, the title of the post is written in italics; for blogs, the title of the 

blog and the website are in italics. 

 It is often the case that no publication date can be found. In this case n.d. (no 

date) is used. However, you should also carefully check whether there is any 

copyright information available on the website; this can be used as the last up-

date date if no publication date of the article can be found.  

 If it is not possible to identify the person who wrote the text - for example, in 

the case of project reports - it is usual to identify the institution that commis-

sioned or carried out the study. This information can usually be found in the im-

print. This applies to publications by associations, companies, government de-

partments, etc., e.g. the Ministry of the Environment. If neither an author nor 

an institution can be identified as editor of the post, the author would be indi-

cated as Anonymous or Without author.   
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 The type of medium is indicated in square brackets. There is no punctuation 

mark after the brackets.  

 As with online sources (websites, online newspapers), the specific link as well as 

the date of publication and the date of retrieval must be included in the refer-

ence list for better tracking and transparency. 

 

In addition to the common media formats mentioned above, there are also a large num-

ber of other source formats available. When using these sources, the credibility must al-

ways be scrutinised (Table 8).  

Table 8 Referencing guide for the use of other source formats 

Other source formats 

Source Type In-text citation  Information in the reference list 

Dictionary Plagiarism is defined as: 

"the process or practice of 

using another person's 

ideas or work and pre-

tending that it is your 

own" (Cambridge Univer-

sity Press & Assessment, 

2024.). 

Cambridge University Press & Assess-

ment (2024). Cambridge Dictionary 

[online]. Available at: https://diction-

ary.cambridge.org/dictionary/eng-

lish/plagiarism [Accessed on 

06.04.2023]. 

Note: When using encyclopaedias, it is 

not the specific entry that is cited, but 

the encyclopaedia in general.  

Unpublished 

sources 

Reif et al. (in print) discuss 

current challenges of visi-

tor guidance in tourism. 

Reif, J., Schmücker, D., Naschert, L. and 

Horster, E. (in press). Visitor manage-

ment in tourism destinations: Current 

challenges in measuring and managing 

visitors' spatio-temporal behaviour. In: 

M. Pillmayer, M. Karl and H. Hansen 

(eds.) Tourism destination development: 

A geographic perspective on destination 
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management and tourist demand. Ber-

lin: De Gruyter. (Unpublished work, ac-

cepted for publication) 

Note 1: Missing information prior to 

publication, e.g. page numbers, does 

not have to be included.   

Note 2: Unpublished works should only 

be used if it is certain that they will be 

published at a later date.  

Personal com-

munication 

In the summer semester 

of 2023, nine international 

students started the Mas-

ter's in International Tour-

ism Management at the 

FH Westküste (Horster, 

2023). 

Horster, E. (2023). Information on the 

Master's degree programme. [Tele-

phone call] (Personal communication, 

06.04.2023). 

Note 1: The title of the communication 

can be the reason for the exchange.  

Note 2: The form of communication (tel-

ephone call, letter, etc.) is given in 

square brackets, the information of the 

personal communication and the date 

of the exchange must be given in round 

brackets at the end of the source refer-

ence.  

E-mail commu-

nication 

Wollesen (2023) invites all 

employees and students 

of the FH Westküste to the 

Future Day on 8 June 

2023. 

Wollesen, A. (2023). Save the date: 

08.06.2023 / Future Day FH Westküste. 

[E-mail] Sent on 05.04.2023: 13:34. 

Available at: https://mail.fh-

westkueste.de/owa/onlinearchiv [Ac-

cessed 06.04.2023]. 

Note 1: The author is the sender of the 

e-mail.   
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Note 2: The title is the subject of the e-

mail.  

Note 3: The URL address under which 

the e-mail is archived should be speci-

fied, usually the website provider (e.g. 

gmx.de, googlemail.de). 

Note 4: In addition to the date of receipt 

of the e-mail, the specific time must also 

be stated. 

Thesis /term 

paper 

In her doctoral thesis, 

Seeler (2018, p. 333) em-

phasises the multidimen-

sionality and subjectivity 

of the concept of experi-

ence.  

Seeler, S. (2018). Continuum of an expe-

rienced tourist's multidimensionality - 

Explorations of the experience levels of 

German and New Zealand tourists. PhD. 

Auckland University of Technology.  

Note: For theses and dissertations, the 

semester or degree and the university / 

college should be stated (if known). 

Conference / 

meeting contri-

butions 

(presentation / 

speech) 

Quality of life and tourism 

are closely linked (Köch-

ling, Krüger and Seeler, 

2022). 

Köchling, A., Krüger, M. and Seeler, S. 

(2022). Was trägt der Tourismus in der 

Wahrnehmung der Deutschen zur Le-

bensqualität bei? Eine Analyse mögli-

cher Zusammenhänge. [Presentation] 

DGT Annual Conference, Bern, Switzer-

land, 08.-10. December 2022.  

Note: For conference or meeting contri-

butions, the name of the conference, 

the location of the conference and the 

time period of the conference must be 

stated. This also applies to other lecture 

formats. It should also be checked 
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whether conference proceedings are 

available, as these are easier to under-

stand than the spoken word of presen-

tations. 

Reports from 

organisations 

Tourism continued to re-

cover from the corona-

virus pandemic in 2022 

(World Tourism Organisa-

tion, 2023, p. 1). 

Note 1: Page numbers 

should only be added if 

they are also listed in the 

respective PDF publication. 

You should not work with 

the pages of the PDF, but 

with the page numbering. 

Note 2: The World Tourism 

Organisation is a common 

abbreviation in tourism. 

However, if the name of 

the organisation is only 

used once, it is not neces-

sary to specify the abbrevi-

ation.  

Note 3: For English names, 

the corresponding spelling 

applies (British English vs. 

American English) 

World Tourism Organisation, (2023). 

World Tourism Barometer 2023. [PDF] 

Madrid: World Tourism Organisation. 

Available at: https://www.un-

wto.org/taxonomy/term/347 [Accessed 

06.04.2023]. 

Note 1: For online sources that are not 

PDF, [online] is added in square brack-

ets. 

Note 2: If a PDF is also available as a 

printed version, it should be treated as a 

printed work and not as an internet 

source! Accordingly, there would be no 

need to state that it is a PDF and the in-

formation on availability would not be 

given in this case either. The place of 

publication and the publisher are stated 

here. 

Note 3: The location of the organisation 

(usually head office) is also indicated. 
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Lecture / semi-

nar notes 

The individual stages of 

the online marketing pro-

cess are not always linear 

(Seeler, 2023, p. 5). 

Note: Lecture notes can be 

cited, but it is best to check 

whether original sources 

are given in the script it-

self. These should then be 

searched and used accord-

ingly.  

 

Seeler, S. (2023). The online marketing 

process. Module 10158 Basics of online 

marketing. [PDF Script Intranet] FH 

Westküste. Available at: https://moo-

dle.fh-

westkueste.de/course/view.php?id=864 

[Accessed 05.04.2023]. 

Note 1: The author is the respective lec-

turer. 

Note 2: In addition to the title of the 

script or partial script, the module num-

ber and the module name must also be 

listed. This must be shown in italics. The 

institution (university, university of ap-

plied sciences) must also be named. 

Podcast New CO2 storage technol-

ogies are essential to regu-

late global warming (Han-

delsblatt, 2023).  

Handelsblatt (2023). Speichern wir in 

Deutschland bald CO2 unter der Erde?, 

Handelsblatt Green & Energy - Der Po-

dcast rund um Nachhaltigkeit, Klima 

und Energiewende. [Podcast] 28 March. 

Available at: https://www.han-

delsblatt.com/audio/green-podcast/ 

[Accessed 05.04.2023]. 

Note: In addition to the title of the epi-

sode, you must also include the title of 

the podcast series. This is separated 

from the title by a comma - even if, as in 

this example, a punctuation mark is al-

ready part of the title. 
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TV / Films The Peanut Butter Falcon 

(2019) shows how oppo-

sites can become friends. 

The Peanut Butter Falcon (2019). [Film] 

Directed by Tyler Nilson and Michael 

Schwartz. Available at: Netflix [Accessed 

05.04.2023]. 

Note 1: In the case of films, no author is 

given, but the film title is. 

Note 2: It is also indicated who was re-

sponsible for directing the film. The first 

and last names of the directors are 

spelled out in full. 

Note 3: The streaming provider is speci-

fied for online sources. 

Reminder & general advice for using other source formats:  

 For other source formats, a very individualised approach is taken. For further in-

formation and other data formats not explicitly listed here, please refer to the 

Anglia Ruskin University website.  

 

When researching literature, it is also possible that certain sources cannot be found or are 

not available. In this case, recitations can also be used. In this case, the author refers to a 

source that was mentioned within another source that was read by the student but was 

not available in its original form. In this case, one speaks of second-hand citations. The 

procedure is described in Table 9.  

Table 9: Guidelines for re-citation 

Advice for recitations 

Source Type In-text citation  Information in the reference list 

Re-quote with di-

rect quotes  

"There is no other single activ-

ity that so thoroughly 

Seeler, S., Schänzel, H.-A., and 

Lück, M. (2021). Sustainable 

travel through experienced tour-

ists’ desire for eudaemonia and 
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expands consciousness to be-

come transformed anew” 

(Reisinger, 2015, p. 10, cited 

from Seeler, Schänzel and 

Lück, 2021, p. 499). 

Note: Both the original source 

and the source used for the ci-

tation are referred to in the 

body text. The indication 

'cited from...' makes it clear 

to the reader that this is a 

recitation.  

immersion. Scandinavian Journal 

of Hospitality and Tourism, 21(5), 

494-513, 

https://doi.org/10.1080/ 

15022250.2021.1974541 

Note 1: The direct quote here is 

from the source Reisinger (2015). 

However, if this is not available 

and has not been read in the 

original, the source from which 

the quotation was taken must be 

indicated. In this case Seeler, 

Schänzel and Lück.  

Note 2: The original source is not 

listed in the reference list be-

cause it was not read by the stu-

dent. 

Recitation para-

phrase  

Seeler, Schänzel and Lück 

(2021, p. 499) summarise that 

leisure travel has huge trans-

formative potential.  

Note: In this example, the 

identical text passage would 

be quoted but without repro-

ducing the direct wording and 

direct quote from Reisinger 

(2015). It is not necessary to 

specify the re-cited text and 

author. 

Seeler, S., Schänzel, H.-A., and 

Lück, M. (2021). Sustainable 

travel through experienced tour-

ists’ desire for eudaemonia and 

immersion. Scandinavian Journal 

of Hospitality and Tourism, 21(5), 

494-513, 

https://doi.org/10.1080/ 

15022250.2021.1974541 

 

Reminder & general advice for the use of recitations (second-hand citations): 
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 The use of recitations, i.e. quotations from sources that are not available to the 

student, is possible, but the aim should always be to find and use the original 

source.  

 In the case of recitations, students must critically consider whether the original 

source needs to be cited or whether it is sufficient to cite the existing work. In 

the example above, a recitation is required because it is a direct quotation from 

Reisinger (2015). 

 For paraphrases and own summaries (see second example above), a citation is 

generally not required. Exceptions are definitions, theories, models, statistical 

information, facts, etc. - For example, a reference to Maslow's Hierarchy of 

Needs would always require a citation if the original is not available or cannot 

be found.  

 The reference list should only include the source that you have read yourself.  

 

2.4 Special features of citation in legal works 

When preparing legal papers, special requirements apply both to the use of sources in the 

text and to the preparation of the reference list, which are outlined in the following sec-

tions.  

2.4.1 Sources in footnotes 

In legal academic papers, sources are always cited in footnotes, which must be placed at 

the end of each page, numbered consecutively and single-spaced. The font size in footnotes 

should be 10 points and Calibri should be used. Footnotes must begin with a capital letter 

and end with a period. Surnames are sufficient in footnotes, provided there is no risk of 

confusion. In this case, the first name should be given in abbreviated form with the initial 

letter. If several sources refer to the same idea, they should be listed in a footnote and 

separated by a semicolon. The period should be placed after the last reference. An abbre-

viated presentation within the footnotes is permitted if a full list of sources is given in the 

reference list. Sources should be cited in footnotes according to the following guidelines: 

 

- Jurisdiction  

Note: Always 

include the 

source in the 

footnote! 
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Court (abbreviated), title of the journal (abbreviated)/volume of the official collection 

of decisions, year of publication, first page of the decision, page/margin number(s) of 

the reference.  

Example: LAG Berlin-Brandenburg NJW 2018, 102, 103. 

 

- Comments  

Title of the commentary (abbreviated)/author, paragraph/article, margin number. 

Example: MüKoBGB/Lorenz, § 479, margin no. 6. 

 

- Monographs 

Author, title (abbreviated), page number or paragraph/article, margin number. 

Examples: Schaub, ArbR-HdB, § 29, para. 1. 

         APS/Vossen KSchG § 1 para. 282 

 

- Textbooks 

Author(s), title (abbreviated), paragraphs and margin number(s)/page(s).  

Example: Wörlen/Metztler-Müller, BGB AT, para. 318. 

 

- Journal articles 

Author, title of the article, title of the journal (abbreviated), year of publication, first 

page of the article, page of the reference  

Example: Eufinger, Rechtliche Aspekte Compliance-indizierter Sanktionsmaßnahmen im 

Arbeitsverhältnis, RdA 2017, 223, 224. 

 

- Chapters in anthologies  

Author, editor, commemorative publication (abbreviated), first page of the chapter, 

page of the reference. In the case of collected editions, it is customary to indicate the 

page numbers with "p.".  

Example: Knemeyer in: von Mutius, FS für von Unruh, p. 209, 210. 

 

- Decision notes 

Author, note on judgement XY, journal (abbreviated), first page of judgement note, page 

of reference. 
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 Example: von Gehlen, comment on the decision of the Düsseldorf Oberlandesgericht of 

8 March 2017, NZBau 2017, 296, 303. 

 

2.4.2 Sources in the reference list 

Sources should be cited in the reference list according to the following guidelines:  

- Comments 

Editor, title, volume if applicable, edition, place of publication, year of publication/status 

of the last supplement in the case of loose-leaf collections. Editors must not be listed in 

the reference list. 

 

- Monographs 

Author, title, volume if applicable, edition, place and year of publication. In the case of 

dissertations, the name of the place where the university is located must be stated.  

 

- Textbooks 

Author, title, edition, place of publication, year of publication.  

 

- Journal articles 

Author of the essay, title of the essay, journal (abbreviated), year of publication, page 

number beginning of essay - page number end of article. 

 

- Chapters in anthologies  

Author of the chapter, publisher of the commemorative publication, title of the com-

memorative publication, place of publication, year of publication, page number of the 

beginning of the chapter - page number of the end of the chapter. 

 

- Decision notes 

Decision notes are generally treated like chapters in anthologies. However, it must be 

clear from the reference list which decision is being discussed. 

 

Further notes when preparing the reference list and the list of abbreviations:  
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 Laws and judgements do not belong in the reference list. Laws are only cited in 

the main body text. Judgements are only cited in the main body text or in the 

footnotes. 

 Instead of preparing a list of abbreviations, reference can be made to Hildebert 

Kirchner (Abkürzungsverzeichnis der Rechtssprache, in the current edition). 

 

2.5 Remarks for the use of mathematical formulas 

Mathematical formulas should generally be integrated into the main body text in a mean-

ingful way. If the formulas are essential for understanding the explanations, they must 

also be visually emphasised and numbered consecutively.  

 

2.6 How to avoid typical errors 

Scientific work and writing are not learnt overnight, but must be acquired and is a pro-

cess. Due to the complexity of the requirements, there is a high susceptibility to errors, 

and it requires a great deal of discipline and precision to avoid them. In general:  

 

(1) The information in the reference list must match the citation in the text.  

(2) The information in the reference list must match the original references (e.g. au-

thor order, year of publication, title). 

 

In the following table (Table 10) lists some typical questions regarding the correct citation 

style both in the text and in the table of contents and briefly explains how a good aca-

demic citation should be made. 

  

Table 10: FAQ on citation 

Typical questions  Explanation 

What is the reference list for? The purpose of the reference list is to 

help the reader understand the argu-

mentation and to allow the reader to 

delve deeper into the original source if 

they are interested. 

Note: Inte-

grate mathe-

matical formu-

las into the 

main body text 

Note: Correct 

citation re-

quires disci-

pline and pre-

cision!  
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Do I have to have read all the sources I 

list in the reference list myself? 

Yes, you can only use and quote 

sources that you have read yourself. 

This does not mean that you must al-

ways read complete books, but it is 

good academic practice to concentrate 

on the relevant and essential and not 

get lost. 

Do figures or tables also need to be ref-

erenced? 

Tables and figures should not only be 

labelled, but sources should also be 

given. The sources used should also be 

listed in the reference list. The excep-

tion to this rule is when you have pro-

duced your own results. In this case, it 

is advisable to make this clear in the ti-

tle of the table or figure (e.g. Own illus-

tration based on…). In general, you 

should not work with screenshots, but 

create tables or figures yourself. In this 

case, the source should be cited and it 

should be noted that this is done 

'based on ....', the original source. 

Do I have to include the academic title 

of the author? 

Academic titles (Dr/Prof) are not in-

cluded in citations, either in the text or 

in the reference list. 

Do I include the author's first name in 

the in-text citation? 

The use of a first name in the main text 

is unusual. Only the first letter of the 

first name is given in the reference list. 

Neither the first letter nor the whole 

first name is used in the main text. 

There are exceptions for identical sur-

names and identical years (see example 

in Table 4).  
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When is the abbreviation et al. used? The abbreviation et al. should be used 

in the main body text for works with at 

least four authors; in the reference list, 

the authors' surnames are written out 

in full. The first author must be named 

in the text and then the addition et al. 

must be added (see examples in Table 

4). 

Which author do I name first in works 

with several authors? 

The information is always given in the 

order of the original source - not in al-

phabetical order! 

When do I add the alphabetical addi-

tions to the year? 

If there are several works by the same 

author or the same team of authors in 

the same year, additional labelling in 

the form of alphabetical numbering 

(e.g. Eisenstein, 2022a; Eisenstein, 

2022b; Eisenstein, 2022c etc.) must be 

used to ensure clear traceability both in 

the main body text and in the reference 

list. The numbering in the text and in 

the reference list is identical. 

This does not apply, for example, if the 

main author is identical but a different 

team of authors was involved in the 

writing process. (e.g. Eisenstein and 

Reif, 2022; Eisenstein, Reif and Seeler, 

2022) 

This also does not apply if two authors 

have the same surname but different 

first names. In this case, the first letter 

of the first name would be included in 
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the source citation. (e.g. B. Eisenstein, 

2022; R. Eisenstein, 2022) 

What is the alphabetical order of the 

numbering? 

The first source cited in the main body 

text is given the suffix 'a', the second 

the suffix 'b' and so on.  

Note: If the reference list is created 

manually, it is advisable to check that 

the numbering is correct before submit-

ting it. 

What do I do if I want to use more than 

one work in a source? 

The use of more than one source is de-

sirable and part of good academic prac-

tice. If two or more works are cited in a 

single source, they should be listed in 

chronological order (oldest first, then 

most recent). The works are separated 

by a semicolon. (e.g. Eisenstein, 2022; 

Reif et al., 2023). 

If different works by the same author 

or team of authors are cited, the name 

is mentioned only once and the years 

of publication are separated by com-

mas (e.g. Eisenstein, 2018, 2019; Reif et 

al., 2022). 

If different sources from the same year 

are cited, they are sorted alpha 

What do I do if a paraphrase spans sev-

eral sentences? Do I have to cite the 

source after each sentence, even if it is 

the same source I used? 

A paraphrase, i.e. a summary in the au-

thor's own words over several sen-

tences, is common and possible. In this 

case, the source is cited at the end of 

the last sentence. However, you must 

ensure that it is clear where your para-

phrase begins and ends. This can be 
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achieved through various stylistic de-

vices, such as naming the author at the 

beginning of the paraphrase (e.g. Reif 

emphasises; according to Köchling et al. 

....), linking sentences with correct ref-

erences to content (this etc.) or using 

the subjunctive (distancing oneself 

from the author of the original text). In 

case of doubt, it is advisable to cite the 

source several times - it is better to cite 

once too often than to make the reader 

search for it - this is especially true for 

long paraphrases. 

How do I deal with longer quotations? Quotations with more than 40 words 

should be indented separately.  

 

The following advantages and disad-

vantages of GPS tracking were identi-

fied: 

However, the advantages of GPS 

tracking lie in its accuracy in terms 

of spatial and temporal resolution, 

its ease of use and worldwide 

availability, as well as its auto-

mated integration into geograph-

ical information systems. The dis-

advantage is that GPS tracking 

must be combined with other 

methods in order to go beyond a 

purely visual-descriptive analysis 

of the routes travelled. High acqui-
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sition costs for the technical equip-

ment, the logistical challenges of 

issuing and returning the tracking 

application and field access in GPS 

tracking studies are further limit-

ing factors (Reif, 2019, p. 263). 

 

These examples clearly show... 

 

Note: Double quotation marks are not 

required for long direct quotes that are 

indented. The source and the punctua-

tion mark are placed at the end of the 

sentence.  

How do I cite my own results in my the-

sis?  

All data collected and generated inde-

pendently as part of a scientific paper 

does not need to be referenced. You 

are the author of the entire document, 

so there is no need to cite it yourself. 

This applies to all primary data col-

lected as part of a project. If you refer 

to secondary data, e.g. from a personal 

communication that was not part of 

the data collection, this must be indi-

cated in the reference list. 

What must be written in italics in the 

reference list? 

This depends on the data source:  

 Monographs: Book titles 

 Chapters in anthologies: Book 

title (not title of the chapter)  

 Journal article: Journal, Volume  

 Internet source: Title of the post 

 Etc. 



54 

 

 

Please check the citation information! 

Do I have to include information on the 

edition of the work? 

No additional information is required 

for the first edition of a work. For sub-

sequent editions, the edition number 

must be given. It is not necessary to 

give details of the edition, e.g. whether 

it is a revised edition. This is deter-

mined by the year. If possible, always 

use the most recent edition! 

Do I have to save personal e-mail com-

munications?  

It is a good idea to save email commu-

nications that are relevant to your aca-

demic work so that you can trace them 

if necessary. 

Do I repeat the source references if I 

use the same source or can I also use 

ibid. 

The use of ibid. should be avoided, as 

this makes it more difficult for the 

reader to understand and can impede 

the flow of reading. It is good scholarly 

practice to cite the original source. 

However, care should also be taken to 

ensure that not only one source is 

cited, but that several sources from dif-

ferent authors are used in order to pre-

sent as many different perspectives as 

possible. 

Do I have to state 'cf.' in paraphrases to 

indicate the comparison with the cita-

tion? 

No, by citing the source for para-

phrases it is already clear that this is a 

comparison.   

Can I simply replace the verb in a quo-

tation or change the order so that it is 

not plagiarised?  

No, correct paraphrasing means that 

you, as the author, summarise what 

you have read in your own words and 

give an independent interpretation. 
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How many sources do I need to use? There is no standard answer to this 

question, and it depends very much on 

the subject and the scope of the work. 

However, care should always be taken 

to use more specialist literature than, 

for example, internet sources. Web 

analysis may be an exception. This 

should be discussed with the lecturer. 

Do I have to give a source after each 

sentence or is it enough at the end of 

the paragraph? 

Again, there is no general answer. In 

general, every statement about figures, 

data, facts and causal relationships 

needs a source. It is therefore advisable 

to cite a source behind every thought. 

While there is no 'overuse' of sources in 

academic practice, there is often a lack 

of comprehensibility when fewer 

sources are used. As a rule, paragraph 

sources are not suitable for concrete 

traceability and should be avoided. 

Do I always have to use page numbers? Page numbers must always be used for 

direct quotes.  To improve traceability, 

it is recommended in academic work 

that page numbers be included wher-

ever possible.  

How do I know whether a source is 

credible or not? 

When preparing scientific papers, it is 

best to refer to scientific literature (i.e. 

scientific books, articles in scientific 

journals). Scientific literature is gener-

ally subject to the double-blind proce-

dure and has therefore undergone 

quality control.  
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How old can a source be? There is no general answer to this ques-

tion, as it depends very much on the 

topic and the scientific discipline. In 

general, academic papers should refer 

to sources that are as up-to-date as 

possible (not older than 10 years). Par-

ticular attention should be paid to the 

timeliness of sources, especially when 

presenting current trends or the rele-

vance of a topic and when analysing dy-

namic issues (e.g. statistical indicators). 

On the other hand, when referring to 

theories, definitions or models, it is 

useful to refer to the original sources 

(e.g. Maslow's Hierarchy of Needs from 

1943). 

In which parts of my work do I have to 

use sources? 

Sources must be used in almost all 

parts of an academic paper. Sources 

should be used in the introduction to 

the topic to demonstrate timeliness 

and relevance. In the literature section, 

sources are central to presenting the 

current state of research alongside def-

initions. The methodological approach 

used should also be supported by ap-

propriate sources.  

Can I use foreign-language sources in 

my work? 

Yes, you may use foreign-language 

sources in your work, provided you 

speak the language. In particular, the 

inclusion of English-language literature 

should be considered for a variety of 

topics, as there are usually significantly 
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more and often more up-to-date dis-

cussions.  

Does Microsoft Word create the refer-

ence list automatically or do I have to 

use software?  

Microsoft Word cannot automatically 

create your reference list. There are a 

number of software programs (section 

2.7) that allow you to create an auto-

matic reference list. However, their use 

is not mandatory, but voluntary, and a 

degree of manual checking and adjust-

ment is always required. 

Do I also have to use a source for logos 

(e.g. Facebook, Instagram)? 

Yes, logos are also considered images 

and must be labelled with a source.  

May I use Wikipedia as a source? No, Wikipedia should not be used as a 

source. Even though the quality stand-

ards of Wikipedia as a free and not-for-

profit online encyclopaedia have im-

proved, Wikipedia should not be used 

as a source in scientific papers due to 

the possible co-creation and often rudi-

mentary quality control. 

 

2.7 Use of literature management software  

Various citation software systems can be used, which not only make reference manage-

ment much easier, but also correct citation. Although creating and maintaining a refer-

ence management system involves a certain amount of effort, students will benefit in the 

long term if they work with appropriate software early on in their studies. Licences for 

Citavi and Zotero software are available to students at the FH Westküste University of 

Applied Sciences. A detailed and individual introduction can be requested from the li-

brary. The citation style is pre-installed in Citavi (for Windows) and can be obtained from 

the library or via the lecturers. However, a manual check should still be carried out.  
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2.8 Recommended literature for scientific work and citation  

Bailey, S. (2018). Academic writing: A handbook for international students. London, New 

York: Routledge. 

Hunziker, S. & Blankenagel, M. (2021). Research design in business and management: A 

practical guide for students and researchers. Wiesbaden: Springer Gabler. 

Mautner, G. & Ross, C.J. (2023). English academic writing: A guide for the humanities and 

social sciences. München: UVK Verlag.  
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Please find further forms and documents here:  
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For example: Declarations on Independent Completion of Student Work and 

Use of Student Data 


