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Master`s thesis is an independent original work or project about an actual theme. Its aim is to reflect the knowledge gained during the study period and the research skills to perform research activities, by evaluating accessible information and providing independent suggestions for the solution of particular situations or by the creation of one’s own alternative models. A student must reveal clearly his or her individual input and the innovative research aspects in his or her Masters thesis. This work has to be prepared individually.

Choice of topic

The theme for the Master`s thesis has to be an actual issue of international economics. As ‘International Business’ is a professional MBA program, the theme of the work has to deal with practically orientated problems – a particular undertaking or institution, market situation analysis, determination of product ability to compete, etc.

A student shall submit the Master`s thesis theme application. At a meeting of the Department, the students’ applications are considered and those meeting the requirements are approved. In addition, Master thesis supervisors are appointed. If necessary, students may apply for professionals – the assistance of experts in the relevant sector, undertaking. Such help is considered to be consultations and the name of the relevant person shall be indicated on the title page of the Master`s thesis as a ‘consultant’.   

Structure 

Master`s thesis comprises of a title page, a Review and keywords, table of content, list of abbreviations (if necessary for the work), an Introduction, the main parts (chapters and sub-chapters), Conclusions and suggestions, Bibliography and list of sources, Summary of master`s thesis in Latvian, Appendix and documentary page (the documentary page must be bound too).
 
The name of the thesis, information regarding the author and the academic supervisor, consultant shall be indicated on the title page and on the documentary page. The examples of a title page and of a documentary page can be seen in the Annexes. After the title page follows an Abstract, then a table of Contents that shows the chapters and sections in numerical order with the pages where such chapters and sections begin.
The Abstract is prepared in Latvian and in 2 other languages. The Abstract explains the main problem, the aim of the research, describes achieved results. This is a brief description of the work, the Abstract has to give an insight into the topic of the Master`s thesis and into the own achievements of the author – it is for those who have not read the Master`s thesis in detail.  Abstract must not be larger than 850 characters with spacing included.
The keywords must characterise the topic of the Master`s thesis subject. There can be 3 to 7 keywords. They are listed under the Abstract.

The Introduction provides information that gives a general insight into the work, showing the structure of the work and the main research issues. The essential elements of the Introduction are the following:

1) the actuality of the work theme is indicated,

2) the hypothesis of the work is identified, which will be proved during the course of the research (the main conclusion as a result of the research is an affirmation or a denial of the stated hypothesis); usually the hypothesis is formulated in a form of a statement,   

3) the aim of the master`s thesis is formulated,

4) the tasks that are sequentially investigating the issues to achieve the goal of the work are listed,

5) the structure of the work is indicated in a concentrated form, briefly listing the research questions and showing specific character of the work,

6) the limitations of the work are indicated – the time limits of the research, the range of utilised materials, and similar,

7) the research methods are named and characterised in brief,

8) a short overview of the literature utilised and range of sources (especially outstanding theoretical sources, significant concepts, sources of statistical data, unpublished material, interviews) is given,

9) the acknowledgements to the persons or institutions that have given important support during the development of the work (for example, financial assistance or granting of a scholarship, access to the results of another author’s research, etc.). It is useful to remember that nobody is obligated to represent the information or another kind of help to the author in creation of the Master`s thesis.
The topic, the aim, the hypothesis and the research of Master`s thesis must be interrelated.

The main part of the work is logically structured to gradually view the problem to be researched in general, then to continually refine it so that finally the practical aspects of the research can be given. Therefore, the paper consists of 3, at a maximum of 4 chapters with sub-chapters and paragraphs where the subject is expanded further. Chapters have to be equal – if there are 3 chapters in the work each of them will consist of one third of the total work. Special attention has to be paid to the names of the chapters:   

- names of the chapters should not repeat the name of the paper,

- names of the sub-chapters should not have a broader meaning than the chapter names have,

- names have to be formulated so, that by the chapter’s title out of the context the content of the chapter is clear (the name should not comprise one word or isolated words).

The first chapter of a work is usually theoretical – it explains earlier concepts of the particular subject and specifies the categories used. In this part it is preferable to compare different opinions, conceptual directions and give an evaluation of them. The author of the Master`s thesis will show to what degree he or she is knowledgeable in respect of the specific problems of the chosen research. Furthermore, an evaluation of gained theoretical information shall be provided based upon one’s own views.  

The second chapter of the thesis is analytical in which the current situation is described as well as foreign experience. In this chapter an analysis of numerical and factual information is usually given and the main trends are indicated. It is necessary that the author gives his or her own opinions about acquired information from a point of view of economics.   

The third chapter is the most specific one, because it affects the topic of author’s own selected research. On the basis of a specific undertaking or institution, the author conducts his or her own research, selecting for it the most appropriate methods. The process of research is being described and obtained results are analysed from different points of view. In creating his own model or project, author shall make his or her own calculations either on the basis of an independently acquired database or utilising accessible information. It is necessary to justify economically the project or the implementation conditions of the model.   

In the Conclusion and Suggestions chapter, the conclusions that were obtained during the process of the writing the work are reflected as theses. As a separate point, the student shall state if the hypothesis that was defined earlier has been affirmed. Putting general statements and well-known facts in a chapter of Conclusions and Suggestions is not advisable. Suggestions have to be directed to the specific undertaking or institution, the activities of which were investigated or for which the practically implementable project or model was created.
Bibliography (Lists of utilised literature and sources) shall be formed as several separate lists.

-   Firstly, the laws and regulatory enactments have to be indicated (chronologically)

-  The basic list includes books, articles of scientific magazines that are arranged in alphabetical order according to the name of the author or to the title of a work if the author’s name is not given. Alphabetical lists are composed if there is a need and they are arranged according to the language or using one list for a Latin alphabet and the other for Cyrillic. 

-  A separate list has to be made for data acquired from the Internet. Similarly to the basic list, the author and the title of a work has to be indicated, fallowed by a precise Internet address. It is advisable to use the official home pages of governments, international organisations and enterprises. In this case the date when the home page was viewed should be mentioned to avoid misunderstandings about the information used in Master thesis. The electronic versions of official publications, research papers in scientific magazines, if a published version is not accessible, are shown in the main list of bibliography mentioning the precise electronic address.
-  The sources and unpublished materials that were used have to be indicated separately.
Annexes are considered to be a completely independent part of the thesis. They are numerated. Information that was analysed in the work or that was quoted there should not be placed in an Annex. Usually an Annex consists of additional information, like an example of a questionnaire created by the author, normative material, technical data, financial statements, etc.   

Language used in the work 

The Master`s thesis has to be written in English. Correct usage of the language undoubtedly makes a good impression. Work has to be written in a proper language according to the precise academic standard. Special attention has to be paid to quotations. Student’s opinions have to be strictly distinguished from the ideas of other authors. The text has to be written in the third person: “the author believes”, “in the author’s opinion”, etc. Emotional expressions and rhetorical questions are not allowed. Thoughts have to be stated correctly and defined precisely and logically. Terms and names have to be unambiguous in their usage. If the author tries to create an analogue term in English, its original form in German, French or other language has to be put in brackets.

Format of the work

The size of the Master`s thesis is 80-100 pages (without annexes). The text is written on one side of the page with 1.5 spaces between the lines and 12-font size. All pages have to be numbered and the number of the page is indicated in the middle of the bottom of every page.

Chapter names are written in bold. Every chapter has to be commenced on a new page, but sub-chapters are written one after another. Chapter names shall conform to the names that are listed in the table of contents. Chapters and sub-chapters are numbered (1.1.1., 1.1.2. etc.)

Every borrowed opinion, quotation, statistical data or graph requires a reference. Usage of information without the reference is not allowed. The expression of another author’s opinion without a reference is considered to be plagiarism.

The reference has to be written at the bottom of the page indicating a particular page from the source where it was found. (for example: Neal McGratt, “New Broom Sweeps into Asia”, Asian Business, No.3, 1996, P.17). Pages are marked, as it is customary in the relevant language of the source: C. in Russian, P. in English and in French, S. in German, etc.  

In cases where information has been taken from a source that, in its turn, has a primary source, it would be correct to indicate the double source:  OECD. Perspectives. Paris, OECD, 2006, P.42, quoted from Liepiņš, T. Pasaules redzējums. Rīga, LU, 2011., 87.lpp. 

The general scheme for writing references is following:


An author      Initials.        “    Name of an article   .”        Name of a book or an article     .

                                       

Place of publishing      ,        Publishing house        ,        Number of a magazine


Year of publishing        ,          Page         .


If the information from the same source appears on the same page more than once, at the second and subsequent times it is unnecessary to repeat the whole reference. Therefore it is advisable to write “ibid.” and an indication of the page. For example, “ibid., P. 39”.

Tables and graphs require a title with full information (years, units of measurement). The table or the graph has to be placed in the text just after it was mentioned for the first time. Every table, graph has to be analysed. If the author compiled the table, it has to be indicated. If numerical information comes from different sources, it has to be indicated with * by the relevant information (there will be two or more sources in the reference). 

Sources placed into the bibliography differ from references in a text. Thus, for books the whole number of pages have to be indicated (for example: 824 p.), but for articles it is necessary to display only pages of the article (for example, P. 567-620).

Annexes have to be numbered. Every annex has to have its own title that is registered in the table of contents.

A documentary page with information regarding the presentation of the thesis has to be added to the thesis (see Annex).

The Master`s thesis shall be bound in two exemplars. At least one of them must be in hard covers.

  Submission of the work

The Master`s thesis has to be submitted in time. After the stated term, the work is not being registered and, as a result, it cannot be presented.

A completed work has to be signed on the documentary page by its author. Before the submission of the work it has to be signed by its supervisor. The signature certifies that the thesis in opinion of the supervisor meets the requirements.

The work is submitted in 2 copies and in electronic version regarding to the requirement of University of Latvia (see LU Webpage).

After that the Department appoints a reviewer and an opponent from the students who become acquainted with the thesis. A student has the right to read the review and to prepare answers regarding the questions stated in the review. Thus the student is interested in handing in his or her Master`s thesis in advance to have time to properly prepare for the presentation.

Presentation

Presentation of the thesis is a highly important procedure – it is the result of the Master`s studies. During the presentation, a student has to show his or her competence and theoretical education. A presentation takes place in front of a committee. The chairperson of the committee introduces the procedures of the presentation. When the name of the student is called out, the student gives an oral report about his or her Master thesis and research that was done in that field. The report has to be brief – 7-10 minutes when concentrated information about the thesis is given. Therefore, the report has to be thoughtfully prepared. During the report it is advisable to use visual materials – present the information in “Microsoft PowerPoint” version or on over-head projector film. That is an illustrative material and therefore it should not be read.

After the report, the members of the committee shall question the student. The student’s answers have to be precise and comprehensive, showing competence in the appropriate field. If a discussion starts, it has to be held properly.

If the reviewer is taking part in the presentation, he or she makes a speech. If the reviewer is absent, the participants being present are introduced with the review. The main task of the reviewer is to evaluate the student’s work by pointing out its strengths and weaknesses. As a result, it has to be clear whether the Master`s thesis meets the requirements or not. Thus to define more exactly the topic some specific questions may be asked in the review. At the final stage of the presentation, students have a chance to answer the reviewer’s questions and to clarify his or her opinion. 
Next speaker is the opponent from the students. His or her task is to become familiar with the topic of the presentation and to evaluate the input of his or her colleague. The opponent submits a written comment about the reviewed Master`s thesis. The presentation of the opponent is taken into account for opponent’s own evaluation mark because the opponent is thus presenting his or her qualities as a specialist able to analyse and to reason independently.
Members of the committee do not make their assessment of the Master`s thesis presentation immediately. It will be considered at a closed meeting of the committee after the end of all of the student’s presentations. The decision is recorded in a protocol and in a documentary page, which is placed in the Master`s thesis. The chairperson of the committee announces the results of the presentations.

As the Master`s thesis presentation is an academic procedure, a good performance, excellent knowledge of the topic, convincing answers are regarded as evidence of the student’s capability to meet Master`s degree requirements. During the presentation, an aspirant has to speak and behave properly. Furthermore, the attire also has to be in conformity with the importance of the event.
Order of appeal

Student has the right to submit an appeal:

a. about the debar to final probations;

b. about the procedure of the final probation (procedure of presentations and evaluation of the final works included) in three working days after the announcement of the results of probation.

The appeal must be submitted to the head of committee of appeals of faculty.

The staff of committee of appeals of faculty is ratified before the work of probation committees started their work with the mandate of dean. The committee must be composed by the head and at least 2 other members. The persons who participated in the evaluation of the concerning final probation can not be included in it. (members of the committee of final probation, supervisor of the work and reviewers). The functions of the appeals committee can be delegated to the council of study programs with a decision of the faculty council.
Committee is reviewing the appeal of the student within 3 working days after the receiving of the appeal. The appeal’s submitter and the head of the final probation committee or his deputy are invited to the meeting of committee. The decision of the appeal’s committee is given to the student in written form.

The student can submit an appeal about the procedure breaches in the work of appeals committee of faculty to the vice-rector in charge of studies, but not later than in the next working day after receiving the decision, adding the decision of appeals committee.

The vice-rector in charge of studies reviews the application of the student within 5 working days after receiving the application and informs the student about the decision in written form. The decision of vice-rector is final.

Extract from “The Order of Making and Presenting the Final Works”              Ann.1
1.

2.  2.5. The procedure of developing the work is established by the faculty.

3.

4. 4.12.When the final version of the work uses works or ideas of other authors, or the works made before by the author himself, it`s necessary to refer those sources. The formatting requirements for the references are stipulated by the faculty according to the existing standards in the field. Sources cannot be mentioned in the list of bibliography if they don’t have references to them in the work itself.
5.

6. Technical form of final works

5.2. The work must be formatted on a computer as for A4 size pages with text printed on one side of page. Font size 12, font Times New Roman, font size for titles of the chapters – 14, interspacing – 1.5. The borders: 30mm from left side, 20 mm from right side, 20 mm from top and bottom of the page.

5.3. New paragraph is started with a 1 cm indent. Each chapter must begin new page. The page can not be finished by a title. The titles of chapters are written using capital letters, but the titles of subchapters – with small letters (except the first letter) in bold. The title is not punctuated. The distance of title from the previous and next text is one line. The pages are numbered in the bottom middle of the page with Arabian numbers, beginning with the next page after the title page.
5.4. Each table has its number and title. The tables are numbered after their respective chapters in italic in the right upper side of the table. For example, Table 2.3. – the first number is the number of the chapter, the second – number of the table within this chapter. The title of the table is placed directly above it, font size 11 in bold. 
5.5. With the term picture drawings, photos, schematics, diagrams and other illustrations are understood. Under each picture its number must be written in italic, for example, Picture 2.1.and its title by font size 11 in bold. The number of picture is determined the same way as for tables but are counted separately - by the number of chapter they’re in and the number of picture in it. The titles of tables and pictures are not punctuated.
6. Preparing the electronic version of the final work
6.1. The electronic copy of the final work, annotation in Latvian and in English included, is transformed by the student to PDF (Portable document format) and uploaded in the Informative System of University of Latvia (LUIS) by using the password attributed by LANET. The annotations are copied or written in special brackets for them.
6.2. The converted copy is saved with a file name comprised of, in the following order: the surname of the student, his name and the number of his student card. For example, Smith_John_SJ93010. File name cannot include special letters or signs.
6.3.The final work is uploaded and saved in one single file with 50MB maximal size.
7. Submission of work.

7.1. The student prepares his final work in 2 copies of digital print and an electronic version. One copy of the final work must be in hardcover. The necessary type of cover for the second copy is established by the faculty. Text on the cover must be formatted according to the example (see annex N.6).
7.2. The student submits the final work to his supervisor who writes whether this work is recommended to the defence or not in the documentary page and certifies the decision by his or her signature. If the supervisor is not recommending the work to the defence, he or she prepares a written conclusion and submits it to the responsible person authorized by the dean.
7.3. If the supervisor is not recommending the work for the defence then the student has a choice – to remake the work or to submit it without changes.
7.4. The printed copies of the final work, signed by supervisor, are submitted by student to the person authorized by the dean of faculty in the time limit appointed by the dean, but not later than one week before the day of defence. The works are not accepted after the deadline.
7.5. Before the submission of printed copies the student must upload the electronic version in LUIS according to the 6th paragraph of these rules. Until the printed copies are submitted, the student can re-upload the electronic copy repeatedly.  

7.6. In the documentary page the student certifies the correspondence of the electronic copy to the submitted print copies by his signature. If the final work contains commercial secret (according to the characteristics of a commercial secret mentioned by the paragraph 19 of Commercial Law), the student is writing an appeal to the dean of the faculty asking to not publish the work. The supervisor reviews this appeal. The appeal signed by the dean is submitted by the student together with the work to the person authorized by the dean.
7.7. By receiving the work, the authorized person verifies whether the electronic version is uploaded in LUIS, registers the date of the defence and certifies the reception of the final work with his or her signature in the documentary page. If the dean has given the permission to not publish the work, the authorized person marks this choice in LUIS.
7.8. The access to digital copies is given to the supervisor of the work, reviewer and members of committee of the final works.

7.9. The person authorized by the dean transfers the work to the reviewer(s) and ensures the possibility for students to make acquaintance with the review of their works no later than 24 hours before the defence of the work begins. The number of reviewers is determined by the faculty.
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Annex N.4
The master`s thesis “Essence of International Marketing Strategy and its Influence on the Economic Activities of Candle Production Enterprise” is worked out at the faculty of Business, Management and Economics of University of Latvia in the professional MBA program “International Business”.
With my signature I certify that the research is made by myself, the information sources shown in the work are truly represented and the electronic copy is corresponds to printed version.
Author: Pēteris Cinis (signature) (date)
I recommend/ I do not recommend the work for the presentation

Supervisor: professor Dr.oec.Inta Kalniņa (signature) (date)
Reviewer: assistant professor Dr.oec.Jānis Bērziņš
The work is submitted at the Study Center on : ___.___.________.(date)
Person authorized by Dean: Astra Zalkalne ________________(signature) 
Work is presented in the meeting of master`s final probation committee

__.___.2019. protocol N.___
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