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YEDITEPE UNIVERSITY

FACULTY OF ECONOMICS AND ADMINISTRATIVE SCIENCES

DEPARTMENT OF INTERNATIONAL FINANCE
            SUMMER PRACTICE & INTERNSHIP REPORT

(STAJ DEFTERİ)

NAME SURNAME:

STUDENT ID:

               EXCELLENCE IN EDUCATION IS OUR PRIME MOTIVE

INTERNSHIP REPORT

	INTERNSHIP PERIOD :

dd/mm/yyyy - dd/mm/yyyy
	

	SURNAME:
	

	NAME:
	

	DEPARTMENT :
	

	SIGNATURE:
	

	NAME & ADDRESS OF THE INSTITUTION:


	

	SIGNATURE & STAMP OF THE INSTITUTION:


	


 STAJ İLE İLGİLİ ÖĞRENCİLERİN İZLEMELERİ GEREKEN KURALLAR 

	XXX
	
	STAJ DÖNEMİNE GELMİŞ OLAN ÖĞRENCİLERİN DİKKATİNE:

Ders kayıtları sırasında, diğer dersler ile birlikte “staj” dersinin de alınması ve kaydının yaptırılması gerekmektedir.

Staj, bölüm programlarında öngörülen zamanda (dönem) ve bölüm tarafından onaylanan iş yerinde yapılır.



	 01


	
	Staj dersine kayıt yaptıran öğrenciler bu staj ve staj oryantasyonuna ilişkin olarak tasarlanan faaliyetlerden sorumludurlar.

	02
	
	Staj ile ilgili formlar bölüm websayfasından veya Staj Koordinatöründen staj oryantasyonu toplantısı sırasında temin edilir. 

	03
	
	Stajınız süresince dikkat etmeniz gereken kurallar:

Haftalık raporlarınızı taslak olarak düzenli biçimde yazınız. Staj bitiminde söz konusu taslaklarınızı genel raporunuzda değerlendiriniz. Staj Devam Ettiği Müddetçe Lütfen Gelişmelerden Staj Koordinatörünü Haberdar Ediniz. Staj performansınızı Staj Koordinatörünüz değerlendirecektir.

	04
	
	Stajınızın bitiminde dikkat etmeniz gereken kurallar: 

(1) Lütfen, Haftalık Raporlarınızı Kontrol Ediniz, ve Eksiklerinizi Tamamlayınız.

(2) Taslak Olarak Hazırladığınız GENEL RAPORU Gözden Geçirin. Bu Raporun Son Şeklinin En İyi Düzey’e Çıkması İçin İşyerinizin Yardımını Talep Edin. Ortaya Çıkan Son Şeklini Staj Defterinizdeki İlgili Sayfalara Aktarınız.

(3)  Staj Defterinizi Tamamlayınız. Staj Defteri İngilizce Yazılacaktır.

	05
	
	AŞAĞIDAKİ AŞAMALARI TAKİP EDİNİZ:

(1) İşyerinizden “İşyeri Değerlendirme Formu” kapalı, imzalı, ve mühürlü zarf içinde teslim ediniz. 

(2) “Öğrenci Değerlendirme Formu” zarf içine koyunuz ve arka cephesini imzalayınız. 

(3) “İşyeri Değerlendirme Formu”, “Öğrenci Değerlendirme Formu”  ve “Orijinal Staj Defterinizi” Staj Koordinatörünüze teslim ediniz. 


INSTRUCTIONS FOR STUDENTS REGARDING SUMMER PRACTICE / INTERNSHIP 

	
	
	NOTE FOR STUDENTS WHO WILL ATTEND THEIR SUMMER PRACTICE / INTERNSHIP:

Please register for the “internship” course.

The internship will be fullfilled in the firms approved by the department for the predetermined time interval. 



	01
	
	All students must comply with the requirements regarding the internship and the internship orientation.

	02
	
	Internship forms and documents are available on the department website and can also be obtained from your Internship Coordinator during the internship orientation meeting. 

	03
	
	Please keep in mind the following rules during your internship:

Prepare your weekly reports as drafts during the internship. At the end of the internship, they will be used in your general report. You should also keep your Internship Coordinator informed periodically about the developments regarding your work. The Internship Coordinator will evaluate your internship performance. 

	04
	
	Please keep in mind the following rules after your internship:

(1) Please check your daily reports & complete any missing items.

(2)  Please review your “general report” drafts. In order to improve the quality of your “general report”, please seek help from the work place. Please complete your summer practice/internship booklet as required by the Faculty. 

(3) Complete your internship report(internship notebook) following the instructions. The Internship report will be written in English.

	05
	
	PLEASE FOLLOW THE STEPS BELOW:

(1) From the firm, “Institutional Evaluation Report”, must be delivered in an envelope, closed, stamped and signed by the responsible person.

(2) “Student’s Evaluation Report”, please submit in an closed envelope with your signature on the backside. 

(3) Deliver “Institutional Evaluation Report”, “Student’s Evaluation Report” and your “Original summer practice/Internship Report” to your Internship Coordinator.


INFORMATION ABOUT THE INTERNSHIP REPORT

	No.
	TOPIC OF THE REPORT
	EXPLANATION

	01
	ACKNOWLEDGEMENTS
	A student can write acknowledgements to any person, work place, Faculty, etc.(Two Pages). 

	02
	CONTENTS
	Student should write the contents of the report in a systematic fashion.

	03
	INTRODUCTION
	Student should introduce the essence of overall internship indicating systematically how individual chapters of the report were handled by the student. 

	04
	WEEKLY REPORT
	These are  pages for you to write your weekly reports. Don’t forget to insert page numbers.

	05
	GENERAL REPORT
	These are  pages for you to write an overall summer practice/internship report (Please note that the Questions for Part 5 is in a separate file on the Tradestaj yahoogroup). During your internship, please take some pictures over several days showing you working in the company along with your colleagues, in front of the company building as well as the company logo, and put a copy of these pictures in the Appendices at the end of your internship report.

	06
	REFERENCES
	You should write any references e.g., names of the books, journal articles, lecture notes, or any other relevant materials which have been used to write the general report.  

	07
	APPENDICES
	You can add any other material e.g., graphs, statistical outputs, maps, pictures etc. If you have appendix to add, please take out the spiral of your booklet, properly add these pages, and get your booklet re-adjusted. At the end, you should include your pictures taken over several days showing you working in the company along with your colleagues, in front of the company building as well as the company logo.


GRADING CHART
	EVALUATION OF SUMMER PRACTICE/INTERNSHIP REPORT (100 Points)

	
	(i) Workplace Evaluation
	 / 20 Points
	

	
	(ii) Quality of Report
	 / 45 Points
	

	
	(iii) SWOT Analysis
	 / 15 Points
	

	
	(iv) Questions
	/ 20 Points
	

	
	TOTAL
	= / 100 Points
	

	
	 OVERALL LETTER GRADE:
	


INFORMATION ABOUT THE DEPARTMENTS IN WHICH STUDENT HAS WORKED (ÇALIŞILAN DEPARTMANLARLA İLGİLİ BİLGİLER)

	BERABER ÇALIŞILAN YETKİLİ KİŞİ (KİŞİLERİN) 

ADI,SOYADI 

(NAME AND SURNAME OF THE RESPONSIBLE PERSON(s)). 
	DEPARTMAN

(DEPARTMENT)
	ÇALIŞILAN DÖNEM (INTERNSHIP PERIOD)
	ÇALIŞILAN TOPLAM GÜN SAYISI (TOTAL NUMBER OF WORK DAYS) 

	
	
	
	

	
	
	
	

	
	
	
	


ÖĞRENCİNİN SOYADI VE ADI / (Last Name & Name)
: 

ÖĞRENCİ NUMARASI / (Student’s Registration Number)
: 

YTÜ/ BÖLÜMÜ / (Student’s Department)

:

ÖĞRENCİNİN İMZASI / (Signature of The Student)
: 

STAJ DÖNEMİ/INTERNSHIP PERIOD


: dd/mm/yyyy-dd/mm/yyyy 

İŞYERİNİN ÜNVANI VE ADRESİ (Name & Address Of Institution) :

İŞYERİNDEKİ YETKİLİ KİŞİNİN ADI VE SOYADI / DEPARTMANI / TELEFON NO. 

(Full Name of The Responsible Person, Dept. & Tel. No.) :

YETKİLİ KİŞİNİN GÖREVİ: (Position Of The Responsible Person) :

YETKİLİ KİŞİNİN İMZASI VE MÜHÜRÜ: ( Signature & Stamp) :

26 Ağustos Yerleşimi, Kayışdağı Caddesi, 34755 Kayışdağı /İstanbul

www.yeditepe.edu.tr  Tel: (0-216) 578 0000 Fax: (0-216) 578 1938
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YEDİTEPE UNIVERSITY

Tarih:

Bu staj defterini tamamen kendimin yazdığını, hiçbir kurum/kuruluş/kişi tarafından yardım almadığımı, aksinin tespit edilmesi halinde staj harf notumun “F” olacağını kabul ediyorum.

Öğrenci Ad-Soyad:

İmza:

PART 1: ACKNOWLEDGEMENTS

PART 2: CONTENTS





	Part No. (Kısım #)
	SUBJECT HEADING (KONU BAŞLIĞI)
	PAGE NO (SAYFA)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PART 3: INTRODUCTION 

PART 4: WEEKLY REPORTS 

PART 5: GENERAL REPORT 

1. History of the Institution 

1.1. Date of Foundation

1.2. Vision & Mission of the Organization

1.3. Ownership Status and Key Partners

1.4. Management Style (Management Contract, Franchise ...)

2. Organizational Structure of the Institution

2.1. Organizational Chart of the Institution

2.2. Departmental Responsibilities & Key Functions

2.3. Key Executives of the Organization

3. Departmental Organizational Structure & Functions

3.1. Authority and Responsibility Relationships Within the Department

3.2. Departmental Job Descriptions & Job Specifications

3.3. Relations with Other Departments

3.4. Key Challenges faced by the Department

3.5. Possible solutions to Key Challenges

4. SWOT ANALYSIS

5. QUESTIONS AND ANSWERS

6. CONTRIBUTIONS

6.1. Skills Developed During the Internship

6.2. Responsibilities Taken

6.3. Future Plans

7. REFERENCES

8. APPENDICIES

PART 5: QUESTIONS AND ANSWERS 

Please answer the questions below. 
1) Please evaluate your work place in terms of its policies and practices of giving ‘’equal opportunity’’ regardless of sex, race, ethnic origin, disabled etc. [The expression “we do not discriminate” will be considered as insufficient. You should have a look at the documents of your workplace, for example, you can check the expressions that are being used at its manual book, and its figures such as the number of employees of each sex and/or the number of managers of each sex, as well as some incidents you may observe.]

2) Evaluate the value system of your workplace. What are the first order priorities? Do you think that those priorities had any effect on the general performance of the employees?

3) Is there an effective communication among the employees?  What would you suggest in order to prevent any communication problems that may arise in the future?

4) How can you define the structure of your organization? (Organic, learning, etc.)?

5)  Which form of departmentalization is used by your organization 
(functional, geographical, product, process, matrix, etc.)

6) What is your first supervisor's leadership style?

7) What is your company's strategy? (Growth, diversification, renewal etc.)

8) You have already made your SWOT Analysis. Now draw the BCG matrix.

9) Is there any kind of change? What is your company's strategy of change?

10) Define your company's culture and climate.
11) Does your company of internship have a code of conduct or a code of ethics? Are employees familiar with this code? What does the company do in terms of ethics training? Do you think that the existence of this code affects how employees act?

12) Did you have a chance to use your foreign language during your internship? What was this foreign language? Please answer in the Yes/No format and specify which languages you used.
13)  State your ideas and suggestions that could increase efficiency in the processes of production and service at the institution you did the internship.
14) Were you able to apply the theoretical knowledge you gained at school during your internship? Specify openly. Give example(s).
PART 7: REFERENCES 

PART 8: APPENDICIES 
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