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Your contact people at Bilkent FBA

MAN 399 Faculty Coordinator Undergraduate Program Coordinator
ltir Gogus Fulya Akmut

MA-324 MA-216

manintern@bilkent.edu.tr manintern@bilkent.edu.tr
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Eligibility
When you start the internship, you need to have successfully completed

MAN 213 (Principles of Financial 2 out of the 4 following courses

Accounting) MAN 321 (Corporate Finance)
MAN 262 (organizational Behavior) AND  MAN 335 (Fundamentals of Marketing)

MAN 341 (Production Management)

MAN 361 (Organization Theory)
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For how long?

At a minimum...
20 consecutive business days

Holidays that fall on weekdays (e.g., Kurban Bayrami, 15 Temmuz,
30 Agustos)

or
weekends (i.e., Saturdays & Sundays)

ARE NOT business days!

—




Important -

You can complete the internship in two different formats:
1. On-site, face-to-face for 20 business days
OR

2. Hybrid (remote/online)

Hybrid internships will only be allowed if:

* At least 50% of employees on similar posts must be working remotely/online at
the company.

* You must work at least 20% (4 business days out of 20) of your time on-site,
rking face-to-face.
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The process
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Summer
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approval form

Get your SGK
documents
from e-devlet
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BILKENT UNIVERSITY FACULTY OF BUSIMESS ADMINISTRATION
MAN 399 - SUMMER PRACTICE
COMPANY DESCRIPTION and APPROVAL FORM

The process

v'/"w;\"-‘ . = = Q MENU Date:_Jf__ [
\?f Bilkent University
s s o . To the Dean's Office

Faculty of Business Administration Bilkent University Faculty of Busi inistration:

| hereby declare my intention to complete my mandatory summer practice in the

To help us establish your eligibility for mandatory summer practice, please dirde the courses that you have
swccessfully completed at the time of this application:

=

MAN 321 MAN335 MAN 341 MAN 361

STUDENT

Name and Last Name

The Summer Praclie is s required course at the Faculty of Business Administration that airms 1o help studers Bilkent ID #
®  Apply thair thaoratics! knowladge in 3 rasl businass setting,
. abiliies ard skills, Mobile Phone Number
. n business life,
. ill undartaks in the futuss, E-Mail
. niencs in managemant-amployes relations.
2 COMPANY/INSTITUTION
The Application and Evaluation Process
Mame
»  The Application and Evsluaticn Procsss
®  Flowchart .
Website
Application Forms -
[fear of establishment
MNumber of employees
Industry

Department/unit practice will take|
Iplace

|Office address where the practice
jwill be completed

“ s e .

Summer Practice Faculty Coordinator [ IFace to face

|Hybrid internship will be sco=pted on the condition that it meets
both of the criteria below )

Bt least 0% of employees on similar posts should be working
pemnotelyfonfine at the companyfinstitution.
Students must work at least 20°% (4 work days out of 20) of their
fime physically in office.

Undergraduate Program Coordinator Intemship Type

o Fulys Akmus Offize: M&-216 e-mail: manintarn @il sdusr

Bilkent University
Faculty of Business Administration




The process

* It is your responsibility to check (within 2 business days) if
your Company Description Form is approved.

—
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| E-posta adres
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BILKENT ONIVERSITESI

iSLETME FAKDULTESI
MAN 399 - YAZ STAJI DERSI
Firma Stajyer Kabul Formu
oy Tarih L
’-'/"“\‘ : . . Q = menu
\ a 'Bilkent University -
= Faculty of Business Administration Sayn flgi
Bilkent Univeristesi isletme Fakiitesi adina Ggrenci numarasiyla kayrth 'in

dzo_ile ... | jzo.. tarihleri arasinda kurumunuzda staj yapmasmna olanak verdiginiz igin gok tesekkir ederiz.

Ogrencimizin stajmn zonwmnlu staj dersimiz kapsaminda gegerli olabilmesi minimwm 2o tam is gindni kapsamas
gerektigini hatirlatmak isteriz. Sireg ile ilgili SGE sigorta islemleri Universitemiz tarafindan yuoritilecek ve ilgili
belgeler size &grenci tarafindan staj baglangicinda iletilecektir.

1 Herhangi bir sorunuz olmasi durumunda manintem{@bilkent.edu tr adresinden bizimle iletisime gegebilirsiniz.
Summﬂfactice Saygilanmizia,
) 5

—

STAJ YAPILACAK KURUM
Adi

Kurulus tarihi
Web sayfas

The Summmer Praciice is s required course st the Faculty of Business Administration Uit sims 1o help studeres Faaliyet alam

Personel sayisi

. n 3 real business sstting,
5 Staj yapilacak birim
- 3 will undartaks in the futurs, - -
. relations Stajin yapilacadi adres
& o can me rale 3. — -
The Application and Evaluation Process [ Yuz yiize
»  The Application and Evsluaticn Procsss P
praime I L Hiibrit I I
Staj Tond hasadida yer alan heriki kriterleni saghyor olmasi kosuby ile kabul edilecektin
o tBenzer girevierde bulunan calganlann en 8z %4sesi  Erkettefkuromdal
Application Forms izaktanpesnmici gahgryor olmalidir.
B LOdrenciler, staj sirelerinin en az %za'sni (zo i5 gininden en a2 5 i giind) thm gin
Jiziksel olarak ofiste gecirmelidir.
FORMU DOLDURAMN YONETIC
Adi soyadi

Birimi ve Unvam

Telefonu

Summer Practice Faculty Coordinator

imzasi ve kurum kasesi
Undergraduate Program Coordinator

o Fulys Akmus Offize: M&-216 e-mail: manintarn @il sdusr
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The process (Summer)

Important!!!

The “Summer Practice approval form” needs to be submitted at least

two weeks before the summer practice starts
AND the final deadline is July 15, 2022, 5:00 p.m.

Submissions after this date will not be accepted.

Internship start date

Deadline to submit the approval form

July 15, 2022

July 1, 2022 (2 weeks before)

August 25, 2022

July 15, 2022 (NOT August 11, 2022)

{ ‘ Bilkent University
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The process (Summer)

“Company description and approval form”

and “Summer Practice approval form” should be submitted as an
e-mail attachment to:

manintern@bilkent.edu.tr

The subject of the email should include your Bilkent student ID
number followed by the name of the form

e.g. 95017850 Company description and approval form

—



mailto:manintern@bilkent.edu.tr

The process

Company Summer
description and practice
approval form approval form

Find a suitable
company

T
Get your SGK

Start your
internship! documents
' from e-devlet




The process (Summer)

To access your SGK document

1. Log in to your e-devlet account

2. Search for “Sosyal Guvenlik Kurumu/4A Ise Giris Cikis Bildirgesi”
3. Click on “Belge Olustur” and download the document

4. Take it with you to the company on your first day

The document will be available on e-devlet 2 business days prior
to your internship start date




The process
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approval form

Start your
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The process (Summer)

Start your internship!

Keep weekly notes...

At the completion of the internship, make sure to get your
supervisor to complete the “Supervisor Evaluation Form”

—

Il The envelope the form is in needs to be signed and
sealed!!!!
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The process (Summer)

1 a | Bilkent University

= Faculty of Business Administration

supervisor signature

The Surmmer Praciice is s required course at the Faculty of Business Administration (it airms 1o help studerts

Apply thair thaeraticsl knowladge in 3 raal businass setting.
P thair sbilvies and siills,

tions on the =5 will undartaks in the futurs,

Gain axperience in managema os relatiors.

Below you can find the rele@nt forms ond documants...

The Application and Evaluation Process

s The Applicstion and Evaluaticn Procsss

®  Flowchart

Application Forms

company stamp

!

Summer Practice Faculty Coordinator

o Ttr Gojiig Office: MA-324 a-mail: maninsern@kitkent adusr
Undergraduate Program Coordinator

s Fulya Akmut Offica: MA-216  &-mail: manintarn@bilkertadusr

Bilkent University
Faculty of Business Administration




The process (Summer) '

At the completion of the internship, make sure to get your supervisor
to complete the “Supervisor Evaluation Form”

Il The envelope the form is in needs to be signed and
sealed!!!!

Three options
1. In-person delivery of the signed/sealed envelope to Ms. Fulya Akmut

2. Your supervisor may email the form from a designated company email
address to manintern@bilkent.edu.tr

3. Your supervisor may post the form to:

Fulya Akmut

Bilkent Universitesi Merkez Kampiis
isletme Fakiiltesi Binasi

Kat:2, Ofis No: MA-216
Bilkent/Ankara
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The process (Fall)

During the registration period, make sure you are registered for
MAN 399 — Summer Practice course!

Attend MAN 399 — Summer Practice Information Session during
the second week of classes

Check your Bilkent emails regularly as to when/where this

session will be!
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The process (Fall)
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Summef Practice

The Summer Pracices is s required course at the Faculty of Business Administration [t s 1o help studers
®  Apply thair thaceaticsl knowladge in 3 raal businass setting,

» Davalop thair abilties ard skills,

»  Gsin axpenience in business life,

® Racogniza functicning of instituticns,

®  Maks cbsarvations on the tasks tha will undartaks in the futuss,

G3in expariance in managemant-amployes relations.

Below you can find the rleant, nes..

The Application and Evaluation Proce!

»  The Application and Evaluaticn Process
® Flowchart

Application Forms

Summer Practice Faculty Coordinator
* Tor GBYii Office: MA-324 e-mail: maninern@bitkent adustr
Undergraduate Program Coordinator

o Fulys Akmut Offics: M&-216 e-mail: maninearn@biliant sdusr

Bilkent University
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The process

If you will be away for ERASMUS in the Fall (or currently is), all the
deadlines and deliverables are still applicable!

Make sure to check your Bilkent emails regularly for updates,
deadlines, etc.!

—
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