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INTRODUCTION 

 

Each paragraph of the text of the thesis begins with a tab equal to 1 cm. Chapters should 

be written in capital letters according to the table of contents from the left margin. These 

chapters should start from the new page. Student can use centering of chapter numbers 

numbered in Roman letters to improve the elegance of the thesis project text. The thesis project 

should have all margins equal to 2.5 cm. Font of thesis: Times New Roman, size 12 points. The 

same applies to the font of chapters and subsections. 

 

Tables 

 

The tables have characteristic elements that distinguish them from boards, e.g. a header, 

which should be written in bold and centered to distinguish it from the rest of the table. The 

description of the table (above the table) should begin with the word "Table", space and be 

followed by the number of the ordinal number (all tables in the text of the thesis should be 

numbered sequentially, consecutive numbers, starting from 1.). The table description should 

include the identification of the table (as a specific source of information) binding each 

description from the table header, taking into account the location of these data in space and 

time. Longer description texts should be wrapped and the word and table number should be 

visible. Most preferably is to use a single paragraph for the description, table and source, which 

allows easy adjustment of the required spacing. The text should refer to a specific table number 

(do not use terms such as: below, above, hereinafter). This makes it easier to manage the empty 

areas of the pages and not to cause splitting of the tables (if they fit on the page). The source 

should be written in italics "Source:", using the 10 point font, longer texts should be wrapped 

with the word "Source:" exposed. If the table differs in any way from the original, it is more 

convenient to write in the source "Own study, based on:". This will eliminate incompatibilities- 

example: table 1. 

 

tab 

1,0 cm 

 

1,5 

verse 
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Table 1. [Name of the table]Compilation of basic values of the parameters of asessment  of 

companies in european countries in 2000-2004 

 

Lp. Nazwy parametrów oceny 

values of the parameters of asessment [million 

PLN] in years 

2000 2001 2003 2004 

1. Parameter 1  1200 123 234 345 

2. Parameter 2  234 234 67 543 

3. Parameter 3  234 43567 789 876 

4. Parameter 4  12345 234 765 987 

4. Parameter 5  123 56 897 123 

6. Parameter 6  5478 2 234 345 

 
Source: Own study, based on: J. Kowalski „Parameters of asessment  of companies in european countries”, PWN, 

Warszawa 2005, page 234. 
 

 

Pictures 

 

In terms of drawings, a uniform notation is provided (to standardize and simplify the 

whole thesis), assuming that the drawing is a chart, diagram and graphic image. The numerical 

order of drawings is similar to the tables: from "1" to "n" in the whole thesis, starting with the 

short "Fig."with a space and a number with a dot (ordinal numeral. It is possibile to describe 

the drawings in two ways (examples in figures 1, 2 and 3): 

• above the drawing, than the description of the drawing looks similar to the description 

of the table (without a dot at the end, as it is a suptitle) 

• under the drawing, than a dot is placed at the end of the description, because it is a 

sentence. In this case, additional information, interpreting the drawing, can be added to the 

description. 

 

Pic. 1.[Name of the picture] Wykres zmian parametru osi pionowej w latach 2000-2004 

 

 

 

 

 

 

 

 
 

 

 

 

Source: Own study, based on: J. Nowak „Zmienność parametrów jakościowych wirtualnego banku komercyjnego 

w latach 2000-2004”, PWN, Warszawa 2005, p. 23. 

Si
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Nazwa lub symbol 

parametru osi 

pionowej 

[jm] 

Lata 

2000 2001 2002 2003 2004 
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or 

 

or 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

Pic. 1. [Name of the Picture]Wykres zmian parametru osi pionowej w latach 2000-2004. 

Oznaczenia: jm. - jednostka miary. 
 

Source: Own study, based on: J. Nowak „Zmienność parametrów jakościowych wirtualnego banku komercyjnego 

w latach 2000-2004”, PWN, Warszawa 2005, p. 23. 
 

Pic. 2. [Name of the picture]Schemat struktury przedsiębiorstwa X w układzie pionowym 
 

 

 

 

 

 

 

 
 

 

 

 

 

Source: Own study based on: J. Jankowska-Kowalska „Kształtowanie się wielkości firm z uwzględnieniem 

zarządzania pionowego i poziomego”, PWN, Warszawa 2005, s. 123. 
 

 

 

 

 

 

 

 

 
 

 

 

 

Pic. 2. [Name of the picture]Schemat struktury przedsiębiorstwa X w układzie pionowym. 
 

Source: Own study based on: J. Jankowska-Kowalska „Kształtowanie się wielkości firm z uwzględnieniem 

zarządzania pionowego i poziomego”, PWN, Warszawa 2005, p. 123. 

Nazwa lub symbol 

parametru osi 
pionowej 

[jm] 

Lata 

2000 2001 2002 2003 2004 

 

Dyrektor 

 

Z-ca Dyrektora 1 
 

Z-ca Dyrektora 2 

 

Kierownik Działu 1 
 

Kierownik Działu 2 
 

Kierownik Działu 3 
 

Kierownik Działu 4 

 

Dyrektor 

 

Z-ca Dyrektora 1 
 

Z-ca Dyrektora 2 

 

Kierownik Działu 1 
 

Kierownik Działu 2 
 

Kierownik Działu 3 
 

Kierownik Działu 4 
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or 

Pic. 3. [Name of the picture] Widok świetlanej perspektywy firmy X 

 

 
 

Source: Opracowanie własne na podstawie: M. Yanki-Yank „Obrazy rozwojowe firm w koncepcji wirtualnej”, 

Wydawnictwo Y, Tokyo 2005, p. 213. 
 

 

 

 
 

Source: Opracowanie własne na podstawie: M. Yanki-Yank „Obrazy rozwojowe firm w koncepcji wirtualnej”, 

Wydawnictwo Y, Tokyo 2005, p. 213. 
 

Pic. 3. [Name of the picture] Widok świetlanej perspektywy firmy X. 

 

It is recommended to use for drawings a similar system of using a single paragraph as for 

the table. Aa a consequence, all sources such as tables or drawings will be more compact and 

distinguished from the text 

 

Numerical lists 

 

Numerical lists are lists of options that we want to extract one below each other as next 

elements. The list is preceded by a colon. If the list is based on source, the source should be 

given as a footnote, before the colon. To standardize and improve the readability of the text of 

the thesis, it is advisable to: 

• precede the letters with a dash and start from the left margin 
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• at the end of enumerated items you can not put any sign (recommended), comma or 

semicolon. However, there should be a dot at the end of the last enumerated item 

• each enumerated element should be coherent  as a sentence with the beginning of the 

text that starts the list (as if it was independent from the others). 

 

To maintain the elegance of the list, it is recommended to use an automatic list creation 

system (using the Format / Bullets and numbering option). 

Enumerated list numbering is generally used in case of: 

• the importance of keeping the order of enumerated items 

• reference in the text to the specified number of the enumerated item. 

 

Formulas 

 

Formulas appearing in the thesis can be numbered, which is justified in case of 

referencing to the number in the text of the thesis. Formulas should be centered between right 

and left margins. Longer formulas (exceeding 1 row) should start from the left margin. In case 

of using numbering of the formulas, it is recommended to use square brackets and number the 

subsequent elements with Arabic numbers. Font size and type: 12 points, Times New Roman. 

It is not recommended to write formulas in bold or use a larger font than for the rest of the text. 

However, it is recommended to use a space of 1 line above and below the formula. If the formula 

includes symbols that require commenting (description), the word "where" (from the left margin 

and lowercase) should be given under the formula, and a list of explanatory elements should be 

created starting with a 1 cm tab. The spaces in the list should be single, with separators as in 

the lists listed in the text. Three examples of creating formulas and their forms with descriptions. 
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  Parameter Y 

Indicator X = ----------------------- 

 Parameter Z 

[1] 

Example 1 of formula for indicator X1: 

   

  Parameter Y 

Indicator X = ----------------------- 

   Parameter Z 

 

 where: 

Parameter Y - parameter located in the numerator, is the numerator of the fraction  

 

Parameter Z - parameter located in the denominator, being the denominator of the 

fraction. 

 

Example 2 of formula for indicator X2: 

   

   

    

 

where: 

Parametr Y - parameter located in the numerator, is the numerator of the fraction 

 

Parametr Z - parameter located in the denominator, being the denominator of the 

fraction. 

 

Example 3 pattern for indicator X3: 

 

 𝑋 ≡
ParameterY

Parameter Z
 [1] 

 

where: 

Parameter Y - parameter located in the is the numerator of the fraction  

 

Parametr Z - parameetr located in the denominator, being the denominator of the 

fraction. 

 

 

 

 

 

 
1 By using the text edition. 
2 By using the option: Draw / Draw a text field. 
3 By using the option: Insert / Object / Microsoft Equation. 
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CHAPTER I 

 

<title of the chapter 1> 

 

The text of this chapter as a paragraph should begin with a tab equal to 1 cm, centered 

(alignment between right and left margins), maintaining a distance between the lines of 1.5 

verse. 

Next paragraph .... 

Between the title CHAPTER I and its content - keep the distance of 1 verse, between this 

content and the further content of the chapter - distance of 1.5 verses (as above). Similarly, 

subsections should be numbered in Arabic numbers as subsections of a given chapter, e.g. 1.1. 

for CHAPTER I, keeping the distance between the text above and below the sub-chapter equal 

to 1.5 verse. Do not use automatic numbering of chapters, nor subsections. 

 

1.1. <Subheading shoud be written in bold, and in case of longer text going to the the next 

line, wrap with the lifting of the subsection number and single verse space. Center 

the subheading> 

 

 

Begin - as a paragraph - with a tab equal to 1 cm, following 1.5 verse space from the 

subtitle of this chapter, center the text. 

 

1.1.1. <Subheading> 

 

Keep the space between the text and the subtitle 1.5 verse. Start the title from the left 

margin, center the text in the content of this subheading. 

 

1.1.2. <Subheading> 

 

Next subheading with its text. 

 

1.1.3. <Subheading> 

 

Next subheading on the same level and its text. 

 

 

tab 

1,0 cm 

 

1,5 

verse 

 

1 verse 

 

1,5 

verse 

 

 

1,5 

verse 



 12 

1.2. <Subheading> 

 

Subheading on higher level than the previous one. 

 

1.2.1. <Subheading> 

 

Keep the distance between the text and subheading 1,5 verse. Start the title from the left 

margin, center the text in the content of this subheading. 

 

1.2.2. <Subheading> 

 

Next subheading with its text. 

 

1.2.3. <Subheading> 

 

Next subheading on the same level and its text . 
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CHAPTER II 

 

<title of the chapter> 

 

 

2.1. <Subheading> 

 

.................................................................. 

 

2.1.1. <Subheading> 

 

................................................................... 

 

2.1.2. <Subheading> 

 

...................................................................... 

 

2.1.3. <Subheading> 

 

....................................................................... 

 

2.2. <Subheading> 

 

....................................................................... 

 

2.2.1. <Subheading> 

 

....................................................................... 

 

2.2.2. <Subheading> 

 

....................................................................... 
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