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Your contact people at Bilkent FBA

MAN 399 Faculty Coordinator Undergraduate Program Coordinator
Zeynep Onder Fulya Akmut

MA-322 MA-216

manintern@bilkent.edu.tr manintern@bilkent.edu.tr
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MAN 399 - Eligibility (Mandatory)

When you start the internship, you need to have successfully completed

MAN 262 (Organizational Behavior)
AND

MAN 335 (Fundamentals of Marketing)

—




MAN 399 - For how long?

At 2 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!

The summer practice should be between the last day of the Spring Semester (30 May) anc
the first day of the Fall Semester (15 September).

If you take a course (or courses) during the summer semester, your training period should
start after the summer semester ends (4 August).
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Important

You are recommended to complete the internship on-site, face-to-
face for 20 business days.

Hybrid (face-to-face & remote/online) 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 50% (10 business days out of 20) of your time on-site,
working face-to-face.

Remote/online internships is not allowed.

(%)) Bilkent University
= Faculty of Business Administration



The process
N

Find a suitable

company .
(approved by the
department - STS)

~_

Summer Practice Apply to the Summer
Acceptance Form Training System (STS)

(signed and stamped for department

by the company) approval

Get your SGK
Start your internship! documents from e-
devlet
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Information About the Company

* Name of the Company
* Website

* Year of establishment
* Number of employees

* Industry
* Department/unit summer practice will take place
e Postal Address where summer practice will take place

Apply to the Summer Training System (STS) to get a departmental approval



The process
N

Summer Practice
Acceptance Form

Find a suitable
company

Apply to the Summer
Training System (STS)
for department

(signed and stamped
by the company)

~_ -

(approved by the
department - STS)

approval

Get your SGK
Start your internship! documents from e-
devlet
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_ E-posta adresi
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Bilkent Univeristesi Isletme Fakiltesi adna __ Sorenci numarasiyla kayith __ “in

cededzos il . d20. EErifler arasinda kurumunuzda staj yapmasing clanak verdiginiz igin cok tesekkir ederiz.

Odrencimizin stajinin zorunlu staj dersimiz kapsaminda gagerli olabilmesi igin minimum zo tam iz ginind kapsamas!
gersktifini hatirlatmak isteriz. Strec ile ilgili SGK sigorta islemleri Universitemiz tarafindan yirotilecek ve ilgili
belgeler drencimiz tarafindan size staj baslangicinda iletilacektir.

Herhangi bir sorunuz clmas duremunda manintern(@bilkent edu tr adresinden bizimle iletisime gecebilirsiniz.

Savgilanmizla,

STAJ YAPILACAK KURUM
Ad
Kurulus tarihi
Web sayfasi

The Summer Praciice is s required course at the Faculty of Business Administration (hat aims (o help students Faaliyet alam

2pply thair thaeestics! knowledgs i 2 real businass satting, Persone| sayisi

Staj yapilacak birim

CECEC R

Stajin yapilacadi adres

Below you can find the raleant forms and documants.
The Application and Evaluation Process OYuz yoze
»  Theapplication and Evaluation Procss: .
Eelon i THibrit
Stai Turd ‘Asafida yer alan her iki kriterleri saglyor olmas: kogulu ile kabul edilacsktin)
Application Forms |-Banzer gbrevlerde bulunan  cabizanlann en =z Ygo'si girkettelkurumds|

uzaktanigevrimici galigryor almalidir.
|-Ofrenciler, staj siirslerinin en 2z $4go'sini (zo is gindnden an 2z 20 i5 glnid) tm gin|
[fiziksel olarak ofiste gegirmalidir.

FORMU DOLDURAN YOMETICI

Adisoyad

Birimi we Onvam

Telefonu

Imzasi ve kurum kasesi
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The process

N

Summer Practice App'y to the Summer
Find a suitable Acceptance Form Training System (STS)

Aol (signed and stamped for department
by the company) approval

Get your SGK
Start your internship! documents from e-
devlet
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Summer Training System (STS)

https://stars.bilkent.edu.tr

Application Start Date: May 5, 2025
Application End Date: July 11, 2025

—



https://stars.bilkent.edu.tr/

STS - Summer Training System @ Your Applications ‘ Logout ‘

Bilkent ID
Name
Department Management
Summer Training Period 2023-2024
Application Start Date Mon, Apr 1, 2024, 10:00
i} _ _ Application End Date Fri, Jul 19, 2024, 17:30
Your Applications
Type Course & Prerequisite Company / Institution Training Start Date Training End Date Status

You do not have any applications.

+ Create New Application



‘ Lagout ‘

STS - Summer Training System & Your Applications

Bilkent ID
Name

- Department Management
Summer Training Period 2023-2024
Application Start Date Mon, Apr 1, 2024, 10:00
Application End Date Fri, Jul 19, 2024, 17:30

Your department allows you to participate in voluntary sum mer training. Please note that the voluntary training does not satisfy the summer training course requirement in your

curriculum.

From the box below select the type of summer training for which you are applying.

Select Training Type

Mandatory Summer Training

Continue =



STS - Summer Training System @) Your Applications

‘ Logout ‘

Prerequisite Status: ([Faug P

Curriculum Requirement Match

O MAN 399 Summer Practice

Bilkent ID

Name

Department

Summer Training Period
Application Start Date

Application End Date

Management
2023-2024
Mon, Apr 1, 2024, 10:00

Fri, Jul 19, 2024, 17:30



Application Type
Mandatory Summer Training

Course
MAN 399

Prerequisite

< Return to Home Page

Bilkent 1D

Name

Department Management

Summer Training Period 2023-2024
Application Start Date Mon, Apr 1, 2024, 10:00
Application End Date Fri, Jul 19, 2024, 17:30

Company / Institution

Using the search criteria below, search for the com pany or institution where you will do your summer training from among the

companies already registered in STS.

To start the search, enter the name of the company or institution, leaving a space between words, and click "Search”. If the search
results in too many com panies being listed, enter additional words to narrow down the list. To view more information about a

company on the list, click “Details”.

If you find the com pany/institution where you will do your training on the list, click “Select” to continue. If you cannot find it, click
"Add New Com pany or Institution” and on the screen which appears enter the requested information about the com pany/institution.

Search Company or Institution

Company / Institution Title City Country Department Approval




Add New Company or Institution

Company / Institution Title Mandatory

‘ Warwick Hotels and Resorts Ad

Phore CEIEED

Address Mandatory

City Mandatory

Country Mandatory

Tirkiye

Email Address

Save & Select




Application Type
Mandatory Summer Training

Course
MAN 399

Prerequisite

Application Steps

1. Company / Institution

2. Acceptance Letter

3. Preview & Submit

Mandatory

Bilkent ID

Name

Department

Summer Training Period
Application Start Date

Application End Date

Company / Institution

Company / Institution Title

City

Management
2023-2024
Mon, Apr 1, 2024, 10:.00

Fri, Jul 19, 2024, 17:30

Country Status

Warwick Hotels and Resorts Ankara

Ankara

Turkiye Not Approved




Bilkent 1D

Name

Department Management

Summer Training Period 2023-2024

Application Start Date Man, Apr 1, 2024, 10:00

Application End Date Fri, Jul 19, 2024, 17:30
Application Type Acceptance Letter

Mandatory Summer Training

Course You must upload a document which states that you have been accepted for summer training by the com pany/institution. This

MAN 399 acceptance letter can be afile in PDF format or a picture taken of the document in JPG format.

Prerequisite Click "Choose File" to find the acceptance letter file on your computer. Then click "Upload®.

Acceptance Letter File Mandatory

Application Steps ‘ Choose File | No file chosen 0]

1. Company / Institution ~ Mandatory The acceptance letter file field is required.

I Upload

Tune here to <earch "..w._ mk I“lil 6 ﬁ <V | 6 IEE p ‘/-":Q\ M IE ﬂ E! Deskton 0 57°F (laar P T e

2. Acceptance Letter

3. Preview & Submit

¥



Preview and Submit

Review the company/institution information you entered for your summer training application. If no changes are needed, click "Submit for Approval® to submit the information to

your department for approval.

After your departm ent has evaluated your submission, you will receive an email notification message indicating whether it has been approved or rejected. If the company or
institution where you will do your summer internship is approved, you will need to com plete your application by entering the dates of the summer training in STS.

Application Type Mandatory Summer Training
Course MAN 399

Prerequisite  Satisfied |

Company / Institution Warwick Hotels and Resorts Ankara
Department / Unit Accounting and Marketing

Acceptance Letter

Save as Draft </ Submit for Approval




Application Type Company / Institution

Mandatory Summer Training

Company / Institution Title City Country Status
Course

MAN 399 Warwick Hotels and Resorts Ankara Ankara Tiirkiye —

Prerequisite

m

Application Steps

1. Company / Institution

2. Acceptance Letter Mandatory
3. Training Dates Mandatory
4. Description of Scope
5. Insurance Mandatory

6. Preview & Submit

€ Return to Home Page



Application Type Insurance

Mandatory Summer Training
O University will provide the insurance.

Course The company will provide the insurance.

MAN 399 Company abroad will provice the insurance.

Prerequisite

Save and Continue =

Application Steps

1. Company / Institution ~ Mandatory
2. Acceptance Letter Mandatory

3. Training Dates Mandatory

4. Description of Scope

5. Insurance

6. Preview & Submit

< Return to Home Page



Preview and Submit

Application Type
Course

Prerequisite
Company / Institution
Department / Unit

Acceptance Letter

Mentors

Training Start Date
Training End Date
Number of Days
Description of Scope

Insurance

Save as Draft

<7 Submit for Approval

Mandatory Summer Training

MAN 399

Warwick Hotels and Resorts Ankara

Accounting and Marketing

None

Mon, Jun 10, 2024
Fri, Jul 12, 2024
25 days

None

University will provide the insurance.



Your Applications

Type

Course & Prerequisite

Bilkent ID

Name

Department

Summer Training Period
Application Start Date

Application End Date

Company / Institution

Management
2023-2024
Mon, Apr 1, 2024, 10:00

Fri, Jul 19, 2024, 17:30

Training Start Date Training End Date Status

Mandatory

MAN 399

Warwick Hotels and Resorts Ankara

Mon, Jun 10, 2024 Fri, Jul 12, 2024 Approved

Actions ¥



The process (Summer)

Important!!!

Application to the STS needs to be submitted at least 7 business days

before the summer practice starts

AND the final deadline is July 11, 2025, 5:00 p.m.

Submissions after this date will not be accepted.

Internship start date

Deadline to submit the approval form

July 14, 2025

July 3, 2025 (7 business days before)

August 14, 2025

July 11, 2025 (NOT August 5, 2025)
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The process

* It is your responsibility to check (within 2 business days)
from the system if your company or your application is
approved.

—

Lo
\%g)) Bilkent University
%" Eaculty of Business Administration




The process

Apply to the Summer
Training System (STS)
for department
approval

Company Summer
Practice Approval
Form

Find a suitable
company

T

Get your SGK
Start your internship! documents from e-
devlet
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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

Find a suitable
company

Apply to the Summer
Training System (STS)
for department
approval

Company Summer
Practice Approval
Form

Get your SGK
Start your internship! documents from e-

devlet
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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)
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supervisor signature

SummefPractice

e Summer Pracice is  required course st the Faculty of Business Administration (1t airms 1o help studers

artaks in tha futums,

» Gain experiancs in managemant-amployas relations.

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

Bags
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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

PSSERN
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The process (Fall)

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

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

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

Check your Bilkent emails regularly as to when/where this session
will be!

(&) ) Bilkent University
e Faculty of Business A dministration



The process (Fall)
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The Summer Praciice

2 required course at the Faculty of Business Administration (1t 4

Apply thair thaoeatics! knowladge in 3 raal businass sseting,
Davalop thair abiliies and sikills,

Gsin axpenaence in business lifs,

Racogniza functicning of instituticns,

Maka cbsarvations on the t=sks tha will undartaks in the futuss,

Gain experiance in managemant-amployes relations.

Sslowyou can find the raleant f

The Application and Evaluation Process

»  The Application and Evaluaticn Procsss
® Flowchart

Application Forms

vmar Practica Accaptancs Form (ENG)

Summer Practice Report

Rapert
ubnc

stion Form
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https://stars.bilkent.edu.tr

http://fba.bilkent.edu.tr/programs/undergraduate/ug-summer-practice/'

manintern@bilkent.edu.tr
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