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YEDITEPE UNIVERSITY

FACULTY OF 

ECONOMICS AND ADMINISTRATIVE SCIENCES

            SUMMER PRACTICE & INTERNSHIP REPORT

(STAJ DEFTERİ)
NAME SURNAME:
STUDENT ID:

ACADEMIC DEPARTMENT:

ACADEMIC ADVISOR:

INTERNSHIP REPORT

	INTERNSHIP PERIOD:
	

	SURNAME:
	

	NAME:
	

	DEPARTMENT:
	

	SIGNATURE:
	

	NAME & ADDRESS OF THE INSTITUTION*:


	

	SIGNATURE & STAMP OF THE INSTITUTION*:


	


*To be filled, signed and stamped by the institution

 STAJ İLE İLGİLİ ÖĞRENCİLERİN İZLEMELERİ GEREKEN KURALLAR 

	XXX
	
	Staj yapacak/yapmış olan öğrenciler bu “staj” ve “staj oryantasyon derslerine ilişkin olarak tasarlanan faaliyetlerden sorumludurlar.

	 01


	
	Stajyer değerlendirme formu gibi ek belgeleri https://iibf.yeditepe.edu.tr/tr/elektronik-ticaret-ve-yonetimi-bolumu/staj içerisinde bulabilirsiniz.

	02
	
	 Staj, yaz döneminde yapılmakta ve bir sonraki Güz döneminde ETT 290/390 seçilmelidir. 

	03
	
	Stajınız süresince dikkat etmeniz gereken kurallar:

Haftalık raporlarınızı taslak olarak düzenli biçimde yazınız. Staj bitiminde söz konusu taslaklarınızı genel raporunuzda değerlendiriniz. 

	04
	
	Stajınızın bitiminde dikkat etmeniz gereken kurallar: 

(1) Hazır taslak olarak sunulan staj defterindeki başlıkları değiştirmeyiniz ve eksiksiz doldurunuz.

(2) Defteri sayfa düzenini bozmadan, fonta ve formata uygun hazırlamaya dikkat ediniz.

(3) İmza gerektiren sayfaları ayrı bir belge ya da defterin en altına koymak yerine SAYFA DÜZENİNE UYGUN alana yerleştiriniz. 
(4) Staj tamamlama formunu defterin en sonuna ekleyiniz.

(5) Tüm kontrolleri yapıp defteri eksiksiz bir şekilde tamamladığınızda PDF formatında fem.bozdag@yeditepe.edu.tr adresine iletiniz.

(6)  Staj Defteri İngilizce Yazılacaktır.

	05
	
	Haftalık ve genel rapor Arial 11 punto yazılmalıdır. 


INSTRUCTIONS FOR STUDENTS REGARDING INTERNSHIP 

	
	
	Students who will be doing/have done an internship are responsible for the activities designed in relation to these "internship" and "internship orientation courses".

	01
	
	You can find the documents you need to fill out, such as internship evaluation form, in https://iibf.yeditepe.edu.tr/tr/elektronik-ticaret-ve-yonetimi-bolumu/staj

	02
	
	The internship is held in the summer semester and ETT 290/390 must be selected in the following Fall semester.

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

Prepare your weekly reports as drafts during the internship. 

	04
	
	Rules to be followed at the end of your internship:

(1) Do not change the headings in the internship logbook provided as a ready-made template and fill it out completely. 

(2) Pay attention to preparing the logbook according to the font and format, without disrupting the page layout. 

(3) Place pages requiring signatures in an area that is SUITABLE FOR THE PAGE LAYOUT, instead of placing them in a separate document or at the bottom of the logbook.

(4) Attach the internship completion form to the end of the logbook. (5) When you have completed all checks and the logbook is complete, send it in PDF format to fem.bozdag@yeditepe.edu.tr
(6) The Internship Logbook must be written in English.

	05
	
	Weekly and general reports should be written in Arial 11-point font.


INFORMATION ABOUT THE INTERNSHIP REPORT

	No.
	TOPIC OF THE REPORT
	EXPLANATION

	01
	ACKNOWLEDGEMENTS
	A student can write acknowledgements to any person, workplace, Faculty, etc. 

	02
	CONTENTS
	Student should write the content table of the report.

	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. Can seperated as Week 1 (date) Week 2 etc. Don’t forget to insert page numbers.

	05
	GENERAL REPORT
	All headings must be complete. 

	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. 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. Add or non add appendix affects the grading.


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

	
	(i) Format
	 / 15 Points
	*Page layout, notebook structure

	
	(ii) Completeness in Content
	 / 10 Points
	*titles

	
	(iii) Intern Assessment
	 / 15 Points
	*Intern evaluation form

	
	(iv) Quailty of Report
	/ 40 Points
	*Content quality of the weekly report

	
	(v) SWOT
	/ 10 Points
	*At least 3 criterion must be written.

	
	(vi) Questions
	/ 10 Points
	

	
	TOTAL
	= / 100 Points
	

	
	 OVERALL LETTER GRADE:
	


INFORMATION ABOUT THE DEPARTMENTS IN WHICH STUDENT HAS WORKED 
*Bu sayfa staj yapılan şirket tarafından doldurulacaktır. İmza ve kaşeler eksiksiz olmalıdır. 
	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): 

BÖLÜMÜ / (Student’s Department):

ÖĞRENCİNİN İMZASI / (Signature of The Student): 

STAJ DÖNEMİ/INTERNSHIP PERIOD: 

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

FACULTY OF ECONOMICS AND ADMINISTRATIVE SCIENCES
Tarih:

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

I acknowledge that I have written this internship report entirely myself, without any assistance from any institution/organization/person, and that my internship grade will be "FF" if the contrary is found to be the case.
Öğrenci Ad-Soyad / Student’s Name-Surname:

İmza / Signature:

PART 1: ACKNOWLEDGEMENTS (KISIM 1: ÖNSÖZ)
PART 2: CONTENTS (KISIM 2: İÇİNDEKİLER)






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

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


PART 3: INTRODUCTION (KISIM 3: GİRİŞ)

PART 4: WEEKLY REPORT (KISIM 4: HAFTALIK RAPOR) 

PART 5: GENERAL REPORT (KISIM 5: GENEL RAPOR) 

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 5.5. QUESTIONS & ANSWERS

1. Describe your company’s culture and climate?

2. What is your company’s priorities? Do you think that those priporities had any effect on the general performance of the employees?

3. PART 7: REFERENCES (KISIM 7: REFERANSLAR)

PART 8: APPENDICIES (KISIM 8: EKLER)
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