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1. Introduction 

Preparing and presenting to the commission a thesis is the final stage of the bachelor or master 
studies and gives the opportunity to the student to demonstrate that he/she has acquired the skills 
and knowledge needed to organize and conduct a research or applied research project. 

The topic gives the opportunity to show that you are qualified: in identifying a field / issue, in 
setting objectives; finding, organizing, and critically analyzing relevant secondary data and 
literature; in applying an appropriate methodology for drawing conclusions; and if appropriate, 
giving relevant recommendations or identifying areas / issues for further research work. 

The subject of the diploma is a 'formal' document and there are 'rules' that indicate the path to be 
followed for its preparation and submission. There should be chapters that provide an introduction, 
a literature review, a justification of the selected data and analysis and research methodology, data 
analysis, and ultimately conclusions and recommendations. When preparing a diploma thesis for 
a business or a concrete situation then recommendations for action to be taken should be part of it. 

The subject of the diploma for the students of the Master of Science program differs from other 
forms of diplomas, due to the fact that it deals with the analysis of issues / situations that require 
scientific treatment. It requires answers, explanations, comparisons, and generalizations that 
enhance / enhance the level of knowledge in the chosen field of study. The most successful diploma 
topics are those that are specific and narrowly focused. 

This document is intended to guide you through the process of preparing and presenting your 
thesis. You should read this guide before you start writing your topic and consulting it throughout 
the process. 

 

2. Prepare a diploma thesis for students of Master of Science study programs 

 2.1 How to choose the subject of your diploma thesis?  

It is after reading and studying literature, that the student's knowledge and interest clearly defines 
the research subject that represents the research field. The field should be one of the topics 
developed during the course syllabus. After the subject, the purpose is defined. To define the 
purpose, you need to answer two questions:  

1) What is your personal interest in the subject?  

2) What does the field intend to learn?  

The goal must get materialized. This implies an intensive work with literature, books, articles, 
journals, various authors, etc. expanding further your knowledge of the field. By reading critically 
about this field / subject, the student may have different thoughts that are selected and intended to 
be validated. This is about the hypothesis. The hypothesis represents a proposition for a 
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phenomenon which must be rigorously tested to be accepted as true. The hypothesis is about what 
you are trying to prove for the chosen purpose. 

  

2.2 Planning the Degree Thesis  

Planning the Degree Thesis starts with the process of defining the purpose. To reach the goal, the 
suggestions of different authors can be used and the literature reviewed. This implies the 
continuation of the work already done by other authors. Careful review of the literature is necessary 
because it helps to further crystallize your purpose. The goal needs to be elaborated to develop into 
a project; this project is a two- or three-page document, containing: 

- Objectives of the paper, preliminary reasons for their selection and a first formulation of research 
questions;  

- Literature reviewed in advance;  

- Research / analysis tools / methods to be used to achieve the objectives;  

- The theme structure divided into chapters or issues to be addressed, as well as the original parts 
of the paper;  

- Preliminary bibliography  

The structure is a dynamic object. In its initial phase, when the context is more ambiguous, it 
allows for the first programming of the work to be done. With the progress of the work, as well as 
the reduction of uncertainties, this structure will inevitably be changed and any changes will clearly 
comprise a revision of the work program. However, the plan may not have any fundamental 
differences with respect to the original project. From the moment the student begins to work on 
the thesis, he / she should receive at least 3 reviews from the scientific leader.  

 

2.3 Literature review/ going through it  

During the preparatory, subject selection, goal setting, and hypothesis formulation, followed by 
the preparation of the design of the thesis topic and until the beginning of its writing, the student 
is constantly searching for literature related to the purpose of topic. Specifically, the student should 
identify authors with the news that they have brought to this subject, what serves the student from 
these studies to further his research and consider his work as part of the joint contribution to this 
subject.  

Going through (reading and selecting) the literature (books, articles, journals) should be done with 
the aim of knowing the current research results of that field and not as a source for filling the pages 
of one's work. The preparation of a thesis as a research paper is incompatible with any plagiarism, 
translation, or copying of any literature. The student must be guided by the ethical conduct of his 
/ her personality creation and by the legal requirements of protecting intellectual property rights. 
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2.4 Organization of Diploma Thesis  

The thesis topic should present a general structure as follows:  

a. Title  

b. Dedication and / or gratitude (optional)  

c. Abstract  

d. Abbreviations  

e. List of tables and figures  

f. Table of contents  

g. The theme structure 

 

a. Title of the topic  

The topic title should be short and clear (recommendation: in principle, no longer than 15 words). 
It must coincide with the true content of the topic. General (abstract) words / expressions should 
be avoided and a concrete and specific title for the field of study should be formulated.  

b. Dedication and / or gratitude  

Dedication is optional. The dedication is written on a separate page. Thanksgiving is also optional. 
If written, it should be in italic font (12 pt). Only the following people can be thanked: the topic 
leader; fellow students who have helped with the topic; financial backers; as well as family 
members. Thanksgiving is written on a separate page.  

c. Abstract  

The topic of the study is presented through an abstract which presents the definition of the problem, 
why the study is important (in relation to contemporary discussions in the field of study), which is 
the general hypothesis, methods, instruments and expected results. In principle, the abstract should 
not exceed 350 words. The abstract must also be written in English as a legal obligation.  

d. Abbreviations  

In the thesis the student can use abbreviations that are repeated many times, usually institution 
names or method names, which should be enlisted on a separate page immediately after the abstract 
page.  
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e. List of tables and figures  

In the thesis the student can use tables or figures which have a special number and denomination. 
Their list should be enlisted in chronological order of their use on a separate page after the 
abbreviations used. 

f. Table of contents  

The content of the "Independent Research Paper" at the beginning of the paper will present all 
the issues / chapters treated in the paper according to the page number where each issue / chapter 
begins.  

g. The theme structure  

A diploma topic for students of master's degree programs should have the following structure:  

a. Introduction  

b. Theoretical background (theoretical chapter)  

c. The methodology used  

d. Analysis and results of the paper 

e. Conclusions and recommendations  

f. References  

g. Annexes  

 

The whole topic of the diploma is organized into chapters whose division will largely depend on 
the topic and method chosen. Below is a brief overview of what each part of the structure above 
should contain.  

a. Introduction 

The entry should contain basic elements that serve to understand the work, even for those who do 
not have time to read it in its entirety. It should clarify the objectives and reasons for their choice, 
provide some explanation of the relevant literature and, in general, the division of issues / chapters.  

One who reads the introduction should be able to quickly verify the usefulness of the objectives 
of each issue / chapter. Although the reasons for selecting objectives may often be obvious, it may 
be useful to cite them to better understand the origin of the work done. These reasons may be 
related to the lack of a comprehensive literature on the argument or to conceptual gaps existing in 
the theory in question; may be caused by new institutional or economic developments (the crisis 
of an industrial sector, a business organization or an industrial area, the introduction of a new law, 
etc.) or by the importance an empirical phenomenon may take . Another element addressed would 
be the assumptions underlying the main purpose of the paper. 
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b. Theoretical background  

A research work always starts from a theoretical basis that is prevalent in a particular scientific 
field. Here it is necessary to present, compare and evaluate the most important theories related to 
the proposed topic. It is recommended to mention the literature and studies related to the topic of 
other authors focusing mainly on their results and conclusions. Newer studies should be placed 
first. The candidate should make clear what is known in the relevant field of study (about the topic 
or problem he / she wants to elaborate on) and what has not been addressed in a systematic way 
yet, or which questions have been left unanswered. One of the main requirements of this section 
is the description of the theoretical background. The chapter should include analysis of the selected 
literature, for example: a concise presentation of the main theories / authors and the most important 
scientific monographs in the field, important citations, etc. It should also be made clear why these 
theories are important and useful for the study in question.  

 

c. The methodology used  

In order to accomplish the work, in achieving the results, the methodology used is important. In 
this part of the topic the student presents all the details related to the methodology used. Depending 
on the purpose of the study, the student also defines the methodology to use to achieve the results 
of the study. The student may use primary or secondary data to complete his / her work, but at 
TBU we encourage each student to study a particular problematic of primary data collected from 
a group of individuals (clients, consumers, firms, institutions, etc.). or to study the chosen 
problematic using one or more specific case studies of Albanian businesses. The student, 
depending on the study program, should use statistical methods for data processing such as 
graphical, tabular,  

indexes, up to the most sophisticated methods of probabilistic statistics and econometrics, which 
are instruments and tools in the hands of the researcher to reach conclusions and conclusions. 
Where the study topic requires empirical methodologies, such elements should also be included in 
this part of the paper as, for example, a description of the sample selected, measuring instruments 
(variables), data collection procedures, statistical processing, etc.  

 

d. Analysis and results of the paper  

This chapter contains all the analysis that the student has made of the data collected for the purpose 
of the study including the interpretation of the results in the light of the theoretical background of 
the study problem. In each case and step by step the student through these analyzes tests the validity 
of the hypotheses raised by him. This part being the original work of the student should also 
constitute the most important and important part of the paper's weight and number of pages.  
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e. Conclusions and recommendations  

The findings are an essential part of the Diploma Thesis and represent the final issue / chapter as 
the crowning of the work done. They are not a simple summary, but constitute the moment of 
verification of the argumentative structure and methodology used in data and information 
processing. The conclusions should be clear and concise. The conclusions should be consistent 
with the purpose and objectives set out previously. In this part of the work, the student, based on 
the conclusions of his / her study, can make recommendations for further improvement of policies 
set by businesses or institutions. Also mentioned here are possible future research developments 
in that field of study, any recommendations that may be made, and the limitations of this study. 

 

f. References  

The sources cited during the paper should be listed at the end of the paper in a reference list. The 
books used during your general education should not be included. When creating a reference list, 
the sources should be listed in alphabetical order of the author's surname. If the author is unknown, 
then include this source in the alphabetical list by source title, for example "Bank of Albania".  

 

g. annexes  

In this part of the thesis the student may include materials that were used for the realization of the 
thesis but which may not be part of the basic text of the thesis. Such examples could be 
questionnaires, surveys, tables or additional analyzes that served the purpose of the study, etc. In 
each case, the annexes should be identified by a number or letter and a corresponding description 
should be given for each.  

3. Preparing a Diploma Thesis for Students of Bachelor and Professional Master's Degree 
Programs 

For the structure and preparation of the diploma thesis students of the bachelor and master 
professional study programs should generally follow (as far as it makes sense) the above 
mentioned guidelines for the preparation of the diploma thesis in the case of the master's degree 
program. Concerning the content and analysis of the topic in the bachelor and master professional 
case, we provide some specifics below. 

 

a. Preparation of diploma thesis for bachelor study programs  

Bachelor students should choose a topic with a very narrow focus that relates to the profile of their 
studies. In preparing their topic, they should focus primarily, but not only, on:  

 - Preparing a business plan  

 - Analysis of one or more case studies in the field of business  
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 - Analyzing and preparing for legal protection of a specific case  

 - Analysis of a specific issue (economic and / or legal according to the chosen profile) that 
concerns a particular business or category of business. 

 

Students of the bachelor program, through the subject, must demonstrate a full use of the 
knowledge, methods and instruments acquired during their studies as well as their professional 
practice or employment.  

 

 b. Preparation of diploma thesis for professional master study programs  

Students in professional master programs should also choose a topic with a very narrow focus that 
is related to the profile of their studies. In preparing their topic, they should focus primarily, but 
not only, on:  

 - Preparing a business plan  

 - Analysis of one or more case studies in the field of business  

 - Analyzing and preparing for legal protection of a specific case  

 - Analysis of a specific issue (economic or legal according to the chosen profile) that 
concerns a particular business or category of business.  

 

Students of professional master programs should respect more the requirements that we have 
presented above for the degree of master of science in terms of presenting the summary of the 
topic and especially the recommendations that can give for improving or solving the problem 
analyzed.  

The master's student must also demonstrate a broad and profound degree of use of the knowledge, 
methods and instruments obtained in professional master's courses and in his or her professional 
practice or employment. 

 

4. Writing the Diploma Thesis  

The following guidelines for writing a diploma thesis will apply to the preparation of diploma 
thesis by students of all study programs, bachelor, professional master and master of science.  

In preparing a diploma thesis, the form is no less important than the content.  

That is the reason why a maximum level of attention should be paid to the grammar and syntax of 
the Albanian language (for example, work is not accepted without the use of the letters "ë" and 
"ç"). 
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For the clarity of the proposal, it is advisable to avoid long sentences, the overuse of the names 
mentioned, frequent use of italics, letters in black, different types of script and underlined words. 

 

Also, excessive use of quotations in the text is not advised. When necessary, they will be included 
by placing them between quotation marks. All citations are required to specify the source and 
number of pages or pages where the citation was obtained. 

 

a. Formatting "Independent Research Thesis" 

"The independent research thesis " should meet some general rules in writing, print formatting and 
presentation. Some rules for preparing the layout correctly would be: 

Page format: 

Page Size: A4 (21 x 297 cm); margins 2.5 cm up and down, 3 cm left and 2.5 cm right; row spacing 
1.5. 

Type of writing: 

Type of text advisable for text: Times New Roman, size 12, double-sided sequencing (Justify); 
type of writing advisable for footnotes: Times New Roman, size 9. 

Font used for titles - Calibri Bold 16 pts, uppercase, sorted to the right; each chapter begins with a 
new page with a unique number. 

Font used for subtitles - Calibri Bold 12 pts, capitals, sorted to the left. 

Font used for naming tables, graphs, and figures - Calibri 10 pts 

Front Page Format: 

It should include: TBU Logo, TBU University College, subject title, student name and surname, 
scientific leader and academic year (see Appendix 1) 

 

Cover 

The diploma paper should be tied, the cover should be solid, thick and orange (the color of the 
TBU logo). 

 b. Limits on the number of words 

Thesis topics prepared by the student should be clearly written and focused on the problem being 
studied. To help students be more specific and focused on writing their thesis, their thesis topic 
will be limited to the number of words (pages) assigned by the type of study program as follows: 
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- For Master of Science programs the subject of the diploma should not exceed 15 000 words 
(about 50 pages or more) excluding bibliography and annexes. 

- For Professional Master's programs the subject of the diploma should not exceed 10 000 words 
(about 30 pages in length) excluding bibliography and annexes. 

- For Bachelor programs the subject of the diploma should not have more than 8 000 words (about 
28 pages in total) excluding and annexes.  

Bibliography and annexes do not count towards limiting the sentences given above by type of 
study program. The approximate page calculation is done taking into account the requirements of 
the font type, font, and page format shown above.  

The subject of the diploma must not exceed the specified word limit for each type. Exceeding the 
limit set in this instruction will be accompanied by a deduction in the final evaluation of the work.  

 

c. Notes and Quotations  

Notes are needed to identify the source from which relevant information was obtained. They can 
be used to provide further explanations, quotations, and references that, in turn, would greatly 
aggravate the text, risking the loss of reader attention. They also help to document the seriousness 
of a search. It is important that they are immediately put in the text so that over time the information 
is not forgotten. Two ways to write bibliographic reference notes inside the topic will be 
considered: 

   Reference notes, and  

    - Author-input system  

Examples under "Reference notes":  

By this method, referrals are made by footnote to the page where the references should be placed. 
These referrals are automatically numbered by the word program.  

Mishkin, Frederic S, Stanley G Eakins: “Financial Markets and Institutions”, Seventh Edition, 
page… Pearson Education, Inc., 2012, p. 202  

When referring to the last work cited, where the page index is the same and there is no possibility 
of error, then it is sufficient to mark only "There… as well" 

Examples under "Author-Data System" 

The author-input system is an important method of bibliographic reference that enables the direct 
recall, within the text, of the works cited, thus avoiding the use of bibliographic footnotes. The 
literature references of this system are made by specifying in parentheses the author and the year 
of publication of each work. Bibliographic references of this type should be inserted directly into 
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the current text, eg: (Bessis, 2010). In particular, in the absence of individual authors, the authors 
should be considered as adapters or any institute publishing the cited article. 

 

In the case of multiple works of the same year, the year should be followed by a single letter, eg: 
(Bessis, 2010a). If it is to refer to a particular piece of text, it is sufficient to add a page or pages, 
eg: (Bessis, 2010, p. 251). 

 

5. Administrative obligations 

In order to be eligible for the diploma defense the student must: 

 -to have fulfilled all the study program obligations 

-to have submitted to the relevant department the work prepared and completed and also   signed 
by the scientific leader. The submission is printed in 2 (two) copies and electronically within the 
deadlines set by the department. It is also accompanied by the evaluation of the scientific leader 
not later than five days before the presentation and defense of the topic.  

 

The student is responsible for all the administrative formalities required to submit the thesis. He 
must submit to the scientific leader a CD or a copy in electronic format, containing a single file 
with the final copy of the topic, the name of this file should be as follows: 

 "Adjective Name _____ topic title _______ type of study program_____ year topic".  

The student should be aware of penalization until cancellation of the thesis defense or negative 
thesis evaluation, in case of finding use of materials, literature and other documents not quoted in 
the thesis. The evaluation committee, academic staff and other TBU structures are incompatible 
with abusive use of literature and publications in general.  

The student is aware that with copyright protection, the copyright of the work is transferred to the 
TBU. Students have the copyright for written work, which presents the results of freelance job 
searches. TBU reserves all rights to use the above-mentioned works for educational and research 
purposes. 

 

6. Scientific leader(supervisor) and procedure of defending the Diploma Thesis  

The degree leader can be: any TBU lecturer or any other person appointed on a case-by-case basis 
and approved by the head of department.  

The diploma thesis supervisor approved by the head of the relevant department assists the student 
in all stages of the preparation of the thesis and, in the end, evaluates it according to the template 
of the assessment form attached to this instruction (annex 2).  
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Following the submission of the paperwork to the department within the set deadlines and 
evaluating the paper by the manager, the department manager appoints the paper reviewer who 
evaluates it in writing (template of the attached form, appendix 3).  

The procedure for defending a thesis is as follows:  

-  The Chairman of the Commission opens the protection procedure;  

- The candidate presents the work on power point: study method, final findings and 
recommendations.  

- Commission members ask questions to the student.  

 The student answers the questions. If you want some time to think about the answers, it can take 
up to 10 minutes.  

 The commission makes the final assessment and notifies the student with regard to the following 
assessment elements 

 

No.   Basic Assessment Indicators  

1 Written evaluation of the project manager  

2 Written review of the reviewer  

3 Average grade of all years of study 

4 Quality of presentation before the defense commission 

5        Final evaluation of the commission 
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NON-PUBLIC HIGHER EDUCATION INSTITUTION TBU UNIVERSITY COLLEGE  

 

      SUBJECT: 

 

WORK:       SCIENTIFIC LEADER( SUPERVISOR): 
XXXXXX XXXXXXXXXXXX    XXXXXXXXXXXX    
 ACADEMIC YEAR 20XX-20XX  

Annex 2  

The faculty ______________________________  

Study Program ______________________  

 

   MENTOR EVALUATION FORM  

For the thesis: ______________________________________________________ 
______________________ prepared by the graduate ______________________________ 

In the capacity of the manager/leader of the degree described above, in accordance with the 
evaluation rules, the practice used by the Faculty and the criteria previously established to be 
respected by students preparing and defending the degree, following and directing the work and 
preparing this diploma, make this assessment: 

No. Evaluation rubrics Maximum evaluation points for each element Points given by the leader 

1  Theme selection    5 

2  Working structure    15 

3  Working and research method  15 

4  Candidate Engagement   25 

5  The treatment and clarity of writing  25 

6  Conclusions and Recommendations   10 

7  Special evaluation of the lecturer    5 

Total                 100 

Tirana, on _____________            Diploma thesis leader 

                                                                                                    _________________________ 
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                               (Name Surname) 

Annex 3  

The faculty ______________________________  

Study Program ______________________  

 

 

          RECENT ASSESSMENT FORM  

 

 

For the thesis: ______________________________________ ______________________ 
prepared by the graduate ______________________________  

 

In the capacity of reviewer of the abovementioned diploma, in accordance with the evaluation 
rules, with the practice used by the Faculty and with the criteria previously set, analyzing the 
contents of the diploma, the conclusions of the recommendation given therein, I evaluate as 
follows:  

 

No. Evaluation rubrics Maximum evaluation points for each element Points given by the 
reviewer 1  Theme selection     5  

2 Working structure                 15  

3 Working and research method               20  

4 Handling and Clarity of Writing               40 

5              Conclusions and Recommendations   20  

 Total                            100  

 

 

Tirana,on_____________                                                                                              Reviser  

                                                            (Name Surname) 

 


