
 

 

The diploma process in 

Alcide de Gasperi University of Euroregional 

Economy in Józefów 

 

 

Submission of the thesis at APD - Student activities - the author of 

the thesis 

STEP 1  

Please click to your thesis title.  

 



 

The author of the diploma thesis completes the data in APD (Thesis information): thesis language (if it 

has not been completed), title (in Polish) as well as abstract and keywords (please complete the Polish 

version, if you do not want to do it, please insert any character) . The introduced changes are approved 

by the button Save thesis information.

 

 



Attention!! In the same step (Thesis information) the author of the thesis gets acquainted with the 

content of the declarations and approves them. Without approval of the statements, he will not be able 

to proceed to the next step (Uploading work files). If the work is written by several authors, this 

requirement applies to all of them. These declarations are not included in the diploma thesis.

 

 

After confirming the declaration, the Go to files upload button becomes active, the author of the thesis 

can go to Step 2: Uploading files with the thesis 

 

 



STEP 2  

The author of the thesis places the final thesis approved by the promoter in the form of a PDF file at 

least 7 days before the scheduled date of submission of the thesis to the Customer Service Office. The 

file with the work should not exceed the capacity of 15 MB. The name of the file should include the 

name and surname of the author, album number and the type of thesis (BA, MA - MA). Then, the 

author of the thesis, using the button Submit for approval by the supervisor, goes to Step 3 (Data 

approval). 

 

 



 

 

The approved version of the diploma thesis (after positive plagiarism check)  is 

submitted by the student to the Education Service Office. 

 

 



The final version of the diploma thesis - Submission of the thesis at 

the education service office - Diploma examination 

• The last version of the diploma thesis is accepted by the supervisor by entering the 

acceptance clause on the title page - in the current situation, you submit theses without 

the Supervisor's signature. 

• The student submits the accepted thesis at the Education Service Office in two copies: 

✓ one - on paper, bound 

✓ the second - in electronic version in PDF and DOC / DOCX formats (on one CD). 

• During submitting the work at the Education Service Office, the student signs a 

declaration on the yourself completion of the diploma thesis on the first page of the work, 

in a place stamped by an employee of the Office. 

• Compliance of the subject of the diploma thesis with the subject approved in the 

procedure set out in the Rules of the WSGE Diploma Process is checked by the head of 

the Education Service Office. In the event of any non-compliance, the Education Service 

Office informs the promoter about the need to modify the printout of the work and on an 

electronic medium. 

• The final text of the diploma thesis, in the version intended for defense, is submitted at 

the Education Service Office at least 2 weeks before the scheduled date of the diploma 

examination. The final deadline for submitting diploma theses along with the deadlines 

for defense will be given to you after the end of May. 

Editorial requirements  

• the volume of bachelor’s or engineer’s thesis should be in the dimension from 40 

to 70 typescript pages, while the master thesis – from 60 to 100 (the pages are 

counted from the Introduction to the Conclusion), 

• the work should be prepared in the Microsoft Office Word editor format (doc, docx) or 

Open Office (odt),  

• font and margins:  

✓ Times New Roman font, 

✓ font size 12 points, 1,800 characters on A4 page (30 lines of 60 characters), 

✓ line spacing – 1.5 lines, 

✓ margins: top, bottom, right – 2.5 cm, left margin – 3.5 cm. for printing should 

be set the mirror margins  

✓ page numbering in the footer 

- page 1 is the title page - the numbering of this page is invisible ("hidden") 

- page 2 are keywords - the numbering of this page is invisible ("hidden") 

Keywords - 5-7 words, no more than 9 

- page 3 is the table of contents - from this page the numbering is visible - if the 

table of contents is on one page (third), then the next page should be left blank 

(fourth) 

- the introduction starts from page 5 

- we always start a new chapter from a new page (right or left) 

2. The edition of the diploma thesis: the way of citing, references to literature, list of cited 

works, etc. should be consistent with the standards adopted in a given discipline. 



3. The final printed version of the diploma thesis should meet the following conditions: 

• two-sided computer printout, 

• paper format – A4, 

• pages permanently connected to each other, clamp cover with hard back. 

4. The final electronic version of the diploma thesis should meet the following conditions: 

• recording in one file on an electronic medium (CD-R, DVD-R) in PDF file format and 

doc., 

• a disc described in the place intended for this and submitted in the paper described 

envelope, without sticking to thesis; in the description of the disc should be put: author’s 

first name and surname, album number, major and the year of thesis defense. 

 

PLEASE PAY ATTENTION TO THE TITLE PAGE OF THE THESIS - if it does not 

match the pattern of the WSGE title page, unfortunately you will be sent back for correction. It 

will not be possible to correct the work at the University. 

Pattern of the first page is avalible on USOSWEB in News -> for download  

The work in the plagiarism system (JSA) is checked by the Supervisor - when submitting the 

diploma thesis to BOK, the student must provide a printed report from the plagiarism system. 

 

Przy składaniu pracy należy złożyć również :  

• clearance card (to be downloaded at the Customer Service Center) - signatures should 

be collected at the Cash Office (after paying the tuition fee) and the Library (you should 

settle accounts for borrowed books) - signing circulation cards takes place when 

submitting the thesis 

• statements - to be downloaded on the USOSWEB in the News - Documents tab - to be 

downloaded 

From the academicc year 2020/2021 the student do  not submit the photoes for the diploma.  

 

You can submit your work to the Education Service Office only after you have obtained all 

positive grades from the entire cycle of studies and completed professional student internships 

(documents regarding internships should be submitted immediately after the end of the 

internship, at the latest by the end of May). The grades are supplemented by lecturers, the status 

of credits should be checked on the USOSWEB website. 

SCHEDULES (hourly + comission compositions) for each day of the defense will be published 

a few days before the date of the defense. 

The diploma exam is an oral exam. During the diploma exam, the student answers three 

questions: 

• 2 randomly drawn questions: 



• the first question from the pool of general questions for the field of study, 

• second question from the pool of questions for the major being pursued, 

• 1 question on the subject of the diploma thesis formulated by the reviewer 

You can find questions for the diploma exam on USOSWEB in the News - Documents tab 

 


