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1. The requirements for diploma theses written at the Faculty of Management of Czestochowa University of Technology were prepared taking into account the applicable legislation, including the Study Regulations of Czestochowa University of Technology, as well as traditions and good habits adopted at universities.
2. A student writes a diploma thesis under the supervision of a supervisor. The diploma thesis supervisor may be an academic teacher with at least a doctoral degree.
3. The standard volume of a bachelor's or engineering diploma thesis in English is 40-60 pages, and the master's thesis is 60-80 pages.
4. The topics of diploma theses must be approved by the Program Council. The student has the right to propose his or her own diploma thesis topic, taking into account their scientific and professional interests. 
5. The diploma thesis can be prepared in a foreign language, with the consent of the supervisor and the Vice-Dean for Education.
6. The diploma thesis should consist of two main parts: theoretical and practical. The theoretical part presents the state of knowledge and normative solutions related to the research topic. The practical part contains the plan of the research, description of the research process, presentation of the results, as well as conclusions formulated on their basis. The practical part can also be a project. In bachelor's and engineering theses, the practical part should constitute about 2/3 of the whole thesis. In a master's thesis, the practical part should be about 1/2 of the total volume of the thesis.
7. The diploma thesis should contain the following elements: title page (see the attached template in Appendix 1, title page), table of contents, introduction, theoretical part, practical part, conclusions, bibliography, list of tables, list of figures, list of appendices, appendices, summary in Polish and in English, keywords in Polish and in English.
8. It is recommended that the main part of the diploma thesis include 3 chapters for bachelor’s and engineering theses and 4 chapters in master's theses. In the bachelor's and engineering theses, the first chapter is the theoretical part, and the next two are the practical part. In the master's thesis, the first two chapters constitute the theoretical part, and the next two chapters are the practical part. In bachelor's and engineering theses, each chapter should contain three subchapters. In the master's thesis, each chapter should contain 3 to 4 subchapters. An engineering diploma thesis can be a project (without a theoretical part).
The titles of chapters and subchapters should be closely related to the topic of the thesis, logically planned and structured, and in appropriate proportions. 
9. It is recommended that the introduction to the diploma thesis contain explanations concerning, among others, the goal and scope of the thesis, reasons for choosing the research problem, a brief chapter-by-chapter outline, and the specification of the cognitive and practical aspects of the work. If the supervisor requires the student to formulate a research hypothesis, it should be presented in the introduction. The standard introduction is a minimum of 2 pages.
10. The conclusion of the diploma thesis should refer to the analysis presented in the practical part. It should be supported with conclusions based on the results of successive research problems presented in the practical part. For this purpose, using basic methods from the field of statistics and econometrics is recommended, if the specificity of the thesis allows for it. The standard conclusion is a minimum of 2 pages.
11. Footnotes are any explanatory notes and comments outside the main text of the thesis, concerning its individual fragments or source literature.
The thesis should be written on the basis of the subject literature, including foreign sources. The bibliography in a bachelor’s thesis should contain at least 30 items, and in a master’s thesis at least 60 items. Any content taken from the literature must indicate the source from which a quotation or findings originate. Secondary sources used by the student (books, journals, bulletins, online sources, etc.) must be cited in the form of footnotes (references) and then included in the consolidated bibliography.
12. References to cited publications should be made in accordance with the instructions for making references and indicating the most important types of literature sources set out in Appendix 2 or, if accepted by the supervisor, using the Microsoft Word built-in citation system and the APA scheme defined in this program (the method is decided by the supervisor).
13. It is unacceptable to include plagiarism in the thesis (violation of copyright by appropriating the creative ideas of others). Plagiarism is subject to legal punishment. A master's thesis and a bachelor’s thesis by the same student must differ in their subject matter and content. It is unacceptable to autoplagiarise. 
14. In the study plan for a diploma thesis based on personal interviews or surveys, the student presents the findings regarding at least the following issues: the research problem and objectives, sources of data, research methods and tools used, place and date of conducting the survey, respondents (number and type), and the method of communication with the respondents. In the case of another type of research (e.g., analysis of secondary sources, using specialised equipment), the structure of the plan may change.
15. Students should have at their disposal materials proving that they conducted the research presented in the diploma thesis (certificates from companies, recordings of the conducted interviews, surveys completed by the respondents, photos taken in the examined organisations) and present them at the request of the supervisor.
16. The text of the thesis should be written on both sides on A4-size white paper (210x297 mm) in 12-point black font (Times New Roman) with a line spacing of 1.5. It is essential to align the text to the left and right margins.
17. The following margins are recommended: left margin – 25 mm , right margin – 25 mm, top margin – 25 mm , bottom margin – 25 mm .
18. Use Arabic numbers for numbering pages. The page number is placed at the bottom of the page (footer), centred. The following are not numbered (but included in the order): title page, page with a caption: table of contents, pages with chapter titles, and pages containing the following captions: conclusion, bibliography, list of tables, list of figures, list of appendices, and appendices.
19. Each main chapter starts on a new page. In the case of subchapters, they should successively follow one another (when one subchapter ends, the next subchapter should begin on the same page).
20. Each chapter/subchapter of the thesis should begin and end with a text, not, for example, with lists, photographs, tables, graphs, or figures.
21. Use a new paragraph for each new thought or idea. A paragraph should contain not one but at least several sentences. When moving to the next paragraph (starting a new thought), you move the first line of the paragraph to the right by 3 or 5 characters (indented), and no additional line spacing is used. Do not start a paragraph with a space – indentation is achieved by using the 'Basic text with indentation' style.
22. Use styles for all text formatting. This preserves the uniform formatting of similar document structures and makes it easier to make changes in the future.
23. The text of the diploma thesis cannot contain spelling, typographic, lexical, syntactic, stylistic, or factual errors.
24. All symbols used should be explained in the text or in the captions for figures.
25. Tables, figures, and charts should be annotated in the diploma thesis in the way presented in Appendix 3. Photographs should be described in the same way as tables and figures. Their sources also need to be indicated.
26. The numbering of tables, figures and charts in the thesis should be continuous (separately for tables, figures and charts). If the thesis contains at least several tables, figures, photographs or appendices, it is recommended to prepare separate lists for each type on separate pages and include them at the end of the thesis, after the bibliography.
27. It is unacceptable to leave blank spaces in the text of the diploma thesis, e.g., at the bottom of pages (except for pages that end an entire chapter).
28. In a thesis written in Polish, foreign-language terms should not be overused. 
Before using a foreign language name in the text, check whether it has been polonised. Only if there is no correct Polish equivalent should it be included in the text in its original form. Foreign language terms may also be placed in brackets next to Polish terms.
29. Multiple spaces and multiple paragraph breaks must not be used in the thesis. Punctuation marks such as a comma (,), full stop (.), colon (:), semicolon (;), question mark (?), exclamation mark (!), any closing bracket (]})>), and closing quotation marks (” or ’) must never be preceded by a space. Immediately after the above marks, only a space, a paragraph break, or another punctuation mark may appear. A space must never be used after any opening bracket ([{(<) or opening quotation marks („ or ‘). A space is used before these marks. Chapter and subchapter titles should not end with a full stop.
30. Starting from the academic year 2025/2026, the student does not submit a printed (paper) version of the diploma thesis to the Dean’s Office. The student is obliged to submit the diploma thesis electronically (in the required format) via the USOS APD system no later than:
a. by the end of April – in the case of studies completed in the winter semester;
b. by the end of September – in the case of studies completed in the summer semester.
A student who fails to submit the diploma thesis by the above deadline will be removed from the student register.
31. The diploma thesis will be deemed submitted by the deadline referred to in point 30, provided that all of the following conditions are met:
a. completion of all courses in the study programme;
b. uploading by the student to the USOS APD system the final version of the diploma thesis exclusively in electronic form;
c. verification of the diploma thesis in electronic form using the Uniform Anti-Plagiarism System (JSA);
d. entry of the thesis reviews by the thesis supervisor and the reviewer in the USOS APD system;
e.  awarding of a positive grade by the thesis supervisor and the reviewer in the USOS APD system.
32. No statements/declarations should be included in the body of the thesis, as this may affect the results of the examination report generated by the Uniform Anti-Plagiarism System (JSA).
33. The student submits the following documents to the Dean’s Office:
a. a declaration of originality of the diploma thesis;
b. a completed clearance slip;
c. an application for the issuance of a certified copy of the diploma and the diploma supplement in a foreign language (if the student wishes to receive such a copy).
34. The diploma thesis must be submitted no later than 14 days before the scheduled date of the thesis defence.
35. The diploma examination should take place no later than six weeks from the date of submission of the diploma thesis.
36. The thesis supervisor and the reviewer are responsible for the quality of the thesis and its compliance with the field of study and the scope within which it is prepared.
37. Other arrangements concerning the preparation of diploma theses and the conduct of the diploma examination are set out in the Study Regulations of the Częstochowa University of Technology.


Załącznik 1 
Wzór strony tytułowej
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Politechnika Częstochowska
Wydział Zarządzania



Wpisać rodzaj pracy 
(np. Praca dyplomowa magisterska, Praca dyplomowa licencjacka, Praca dyplomowa inżynierska)
Nie stosować znaków przestankowych - przecinków, kropek, itp. po rodzaju pracy


Wpisać tytuł pracy w języku polskim 
Nie stosować znaków przestankowych - przecinków, kropek, itp. po tytule pracy

Wpisać tytuł pracy w języku angielskim
Nie stosować znaków przestankowych - przecinków, kropek, itp. po tytule pracy





Imię i nazwisko: (wpisać imię i nazwisko autora pracy)
Numer albumu: (wpisać numer albumu autora pracy)
Promotor: (wpisać tytuły/stopnie naukowe oraz imię i nazwisko promotora) 
Kierunek: (wpisać nazwę kierunku studiów) 
Zakres (specjalność): (wpisać nazwę specjalności/zakresu) (w przypadku gdy na kierunku nie ma zakresów/specjalności pozostawić puste miejsce)


Appendix 1 
Title page template
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Politechnika Częstochowska
Wydział Zarządzania



Thesis type 
(e.g. Master’s diploma thesis, Bachelor’s diploma thesis, Engineer’s diploma thesis).
Do not use punctuation marks (commas, full stops, etc.) after the thesis type.


Thesis title in Polish 
Do not use punctuation marks (commas, full stops, etc.) after the thesis title.

Thesis title in English
Do not use punctuation marks (commas, full stops, etc.) after the thesis title.





Imię i nazwisko: (author’s name and surname)
Numer albumu: (student’s credit book number)
Promotor: (supervisor’s name and surname, scientific degree or/and title) 
Kierunek: (field of study) 
Zakres (specjalność): (specialisation) (Do not use punctuation marks (commas, full stops, etc.) after the thesis title.)



Częstochowa (year)
(enter the year according to the thesis defence date, not the date of approval/selection of the topic)


Appendix 2
Preparation of footnotes and making bibliographical references

Specific rules apply to the preparation of bibliographic footnotes, which are used to identify the cited documents. Attention must be paid to the arrangement of the elements of the reference (their order, type, and the placement of punctuation marks). All subsequent components of the reference, i.e. the author’s first-name initial, surname, publisher, place and year of publication, and page number, should be written in regular type (roman), whereas the title of the work, placed after the surname, should be written in italics. An exception is the title of a journal, which should be placed in quotation marks without italics.

In the case of an article/paper published in a monograph (a non-serial publication), the reference should include the author’s first-name initial, surname and the title of the work, followed by information on the publication in which it appears, introduced with the abbreviation In:. The reference should also include the first-name initial and surname of the academic editor, the title of the work, then the publisher, place and date of publication, and the page number.
If, however, the reference concerns an article published in a serial publication, e.g. a journal, the abbreviation In: is not used and the editor’s surname is not provided. The title of the serial publication should be placed in quotation marks and should not be italicised. Importantly, in a footnote, after the author’s first-name initial, the author’s surname is given, followed by the title of the work, the title of the serial publication, the year and issue number, and finally the page number from which the quotation is taken. In the final bibliography, which is prepared in alphabetical order, the surname is given first, followed by the first-name initial, without page numbers.
The examples below illustrate how to reference selected types of literature. When reviewing them, attention should be paid to the order and sequence of the individual elements of the reference, as well as the type and placement of punctuation marks.

1. Monograph – one author
H. Simon, Price management, PWN. Warszawa 1996.
M. Szajt, Zróżnicowanie innowacyjności regionów Unii Europejskiej w latach 200-2016. Wydawnictwo Politechniki Częstochowskiej. Częstochowa 2020.
2. Monograph – two and more authors
I. Otola, M. Grabowska, Business Models. Innovation, Digital Transformation, and Analytics, Taylor and Francis Group, Boca Raton 2020.
3. A chapter in a multi-author publication
K. Klaudy, Explicitation, In: M. Baker (ed.) Routledge Encyclopedia of Translation Studies, Routledge: London and New York 2001. 
M. Małek, A. Korombel, Zintegrowane inwestycje terytorialne jako instrument finansowania inwestycji w jednostkach samorządu terytorialnego, W: A. Korombel (red.), Mikro- i makroekonomiczny wymiar rynku nieruchomości i inwestycji, Wydawnictwo Politechniki Częstochowskiej, Częstochowa 2021, s.82.
4. An article in a serial publication
P. Newmark, Non-literary Translation in the Light of Literary Translation, “JoSTrans”, 2004, Issue 1.
J. Chluska, Decyzyjne aspekty nowego rachunku kosztów szpitali, „Zeszyty Naukowe Wyższej Szkoły Humanitas. Zarządzanie”, 2021, T. 22, nr 3, s.175.

More important abbreviations which should be used in footnotes:
a) ibidem or ibid – used when another reference is made to a work quoted above. The reference and the publication referred to cannot be separated by another bibliographical item.
Example:
1. F. Pöchhacker, Introducing Interpreting Studies, London, New York: Routledge 2004, p.13.
2. Ibid., p. 14.

b) Idem, idea (the same) – used when more than one publication of the same author is indicated in the same footnote, in the case of a man – idem, in the case of a woman – idea.
Example:
1. F. Pöchhacker, Introducing Interpreting Studies, London, New York: Routledge 2016, p.14; idem: The interpreting studies reader, London, New York: Routledge 2002, p. 4.
a) op. cit. (in the work cited) – used in the case of another reference to the previously cited work, provided that it is the only work of the given author used in the thesis, and the reference and the publication (already quoted earlier) were separated by one or more references to other authors.
Example:
1. F. Pöchhacker, Introducing Interpreting Studies, London, New York: Routledge 2004, p. 187.
2. B. Sawyer: The Integration of Curriculum and Assessment in Interpreter Education: A Case Study, Amsterdam and Philadelphia: John Benjamins 2004.
3. F. Pöchhacker, op. cit., p. 188.

In a thesis, there is often a need to refer to more publications by the same author. In this case, it is not enough to include the abbreviation op. cit. after the initial, because it will not be clear which of the previously mentioned publications of a given author is referred to. In such a case, a fragment of a title should be used.

Example:
1. J. House, Translation quality assessment. Past and present. London, New York: Routledge 2015.
2. M. Baker, K. Malmkjær (eds.), Routledge Encyclopaedia of Translation Studies, London, New York: Routledge 2005, p. 197. 
3. J. House, Translation: the Basics, London, New York: Routledge 2019.
4. E. Nida, Ch. R. Taber, The theory and practice of translation, Leiden: E. J. Brill. (1982):
5. J. House, Translation quality assessment...op. cit. p. 68.

When using the Internet, attention should be paid not only to the availability and functionality of the obtained data, but above all to its value and reliability. In the reference, the website address should be provided together with the date of the last update or, if this is not available, the date of access. In addition, it is recommended to include the title of the homepage alongside the access path.
Example:
1. www.convention.wroclaw.pl (accessed on 05.11.2023)
2. Multidimensional Quality Metrics (MQM). A New Framework for Translation Quality Assessment. https://mte2014.github.io/Talks/Session1/03_2014-04-23-JIAMCATT-lommel.pdf, Date of publication 18.07.2019.
3. I. Robert, Translation Revision Procedures: An Explorative Study. In: P. Boulogne (ed.). Translation and Its Others. Selected Papers of the CETRA Research Seminar in Translation Studies 2007; http://www.kuleuven.be/cetra/papers/papers.html, (accessed on 05.11.2025)
It is also important to adopt a commonly accepted, standardised method of referencing in the diploma thesis, including all mandatory elements, and to apply it consistently throughout the entire work. In the event of any doubts regarding the preparation of bibliographic references, it is advisable to consult the Polish standard PN-ISO 690:2012 Information and documentation — Guidelines for bibliographic references and citations to information resources, which is a translation of the English version of the international standard. It establishes the mandatory order of the elements of a reference and defines the rules for adopting and presenting information taken from source publications, illustrating them with specific examples in accordance with the provisions of the standard.
Citations of legal acts – when referring to legal acts, it is necessary to indicate current and complete sources from the Journal of Laws (Dziennik Ustaw), from which a given regulation originates. The following website should be used: isap.sejm.gov.pl, or alternatively gofin.pl. References should be made to the Journal of Laws containing the consolidated text, e.g.:

Act of 4 February 1994 on Copyright and Related Rights, Journal of Laws of 2022, item 2509 (consolidated text) – after the publication of the consolidated text, there were no amendments, so no further information needs to be provided.

Act of 6 March 2018 on Entrepreneurs’ Law, Journal of Laws of 2023, item 221 (consolidated text, as amended).

Appendix 3
Contents page, tables and captions template

TABLE OF CONTENTS
Introduction	1
1. Chapter 1 title	2
0. Subchapter title	5
0. Subchapter title	6
0. Subchapter title	
1. Chapter 2 title	
1. Subchapter title…	
1. Subchapter title	
1. Subchapter title	
Conclusion	
Bibliography	
List of figures…	
List of tables	
Appendices…	
Summary and keywords 	……………………………………………………………………


Tables must fit in the field between margins

Samples of table captions: 

Table 1. Table title (Times, 12, bold type font) 

	Times 10
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Source: author’s own elaboration (Times New Roman (TNR) 10, normal type font, single line spacing).



Figure 1. Figure title (TNR, 12, bold type font) 
Source: author’s own elaboration based on (TNR 10, normal type font, single line spacing).


Appendix 4
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Instructions for the APD system are available at: https://apd.pcz.pl/.
The author’s declaration and the application for the issuance of a certified copy of the diploma in a foreign language are available at: https://usosweb.pcz.pl/ in the News/Applications and Declarations for Students section.
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