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Student Name and Last name

Student Number
Course Code - Section
Grade :        /  100
The position held during the internship

Name of the Company / Institution

Presented to

Instructor’s Name and Last Name
The Semester and the Year

C o n t e n t

Page
Introduction (100 words)
Part One – The Organization (400-500 words)
Brief history of the company / institution






and the property that you worked for (such as) 

· History of the company
· Company growth

· Customer mix

· Company operations

· Other related information

Part Two – The Job (800-1.000 words)
· Title and description
· Training

· Duties and responsibilities (job description and job specification)

· Department function

· Opportunity for advancement

Part Three – Analysis of Procedures: Problems and Solutions (1.500-2.000 words)
· Problems and challenges encountered with the internal and/or external customers, peers, and supervisors
A tabular display of the content is required. The table will include 5 columns in total: 

· Problem/issue

· Cause(s)

· Immediate action/solution (recovery)

· Long-term action/recommendation (correction/development/improvement)

· Considerations or limitations

Minimum 3 problems/issues to be ascertained by the student and other relevant details to be presented. 

Conclusion (100 words)

APPENDIX

Information about the Internship Institution (as a part of the Appendix)

Fact sheet of the company / institution (Form available on the internship webpage as sas.in.02g for GARM and sas.in.02h for HMAN students)




The report should be written using Times New Roman, 12 font, 1.5 line spacing and submitted as three hard copies with spiral bound to the Internship Advisor in addition to a soft copy on the Turnitin assignment. 

IMPORTANT REMARKS 

1. In respect for the Honor System of Özyeğin University (please see in the course syllabus) and ethical considerations expected from academic works, students are required to apply necessary citation, quotation and referencing procedures in accordance with the APA Referencing Style. If the student does not follow this rule, the advisor will reject the report and start the pre-defined disciplinary action of the University Rules and Regulations.  

sas.in.11.1

