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C o n t e n t
You will prepare your report using the numbered headings as seen below.                                     The content page will be placed after the cover page, including those headings with the page numbers.  

Introduction (100 words)
1. The Organization (400-500 words)
1.1. History of the company
1.2. Company insight (please include information as stated below) 
GARM students: Owner(s)/partner(s), franchising company name, marketing affiliation, other property(ies) owned, restaurant manager and executive chef names, star rating, number of seats/covers, date of establishment, date of last renovation, number of full- and part-time staff, number of guests per month, average check per month, monthly revenue per employee, types of menus served, employee turnover rate, guest turnover rate (breakfast/lunch/dinner), food cost (breakfast/lunch/dinner).
HOTM students: Owner(s)/partner(s), management company/franchising company name, marketing affiliation/consortia, other property(ies) owned, general manager and department manager names, star rating, number of rooms/beds, date of establishment, date of last renovation, number of full- and part-time staff, trade unions if any, monthly occupancy, monthly ADR, and RevPAR in the summer season. 
1.3. Customer mix

1.4. Company operations

1.5. Other related information

2. The Job (800-1.000 words) 
2.1. Title, description, and training activities 

2.2. Duties and responsibilities (job description and job specification) CLO 3 – PLO 1.5 
2.3. Department function – managerial approaches of the superior(s) CLO 2 – PLO 4.1 
2.4. Evaluation of the leadership skills of superiors from the operational and administrative  

       perspectives in the establishment CLO 10 – PLO 5.1 
3. Analysis of Procedures: Problems and Solutions (1.500-2.000 words) 
Problems and challenges encountered with internal and/or external customers, peers, and
supervisors in relation to their expectations. 
A minimum of three (3) problems/issues are to be determined by the student and other relevant details to be presented in the columns. 

A table will be prepared and included in the report, with five columns in total (please see the template at the end). 
Conclusion (100 words) CLO 9 – PLO 1.8 

      Students will also mention and explain how they appraise the overall functions of the hospitality and tourism industries.
The report should be written using Times New Roman, 12 font, 1.5 line spacing, and submitted as three hard copies with spiral bounding to the Internship Advisor in addition to a soft copy on the Turnitin assignment. 

IMPORTANT REMARK

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 the 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 under the University Rules and Regulations.  

Table to include in the Part 3. 
	#
	Problem/issue
CLO 4

PLO 4.1
	Cause(s)
CLO 4 PLO 4.1
	Immediate action/solution (recovery)
CLO 5 – PLO 4.3
	Long-term action/recommendations for correction/ development/ improvement)
CLO 5 – PLO 4.3
	Considerations or limitations
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