SUMMER INTERNSHIP
BEFORE THE INTERNSHIP
REQUIRED DOCUMENTS
1. COMPULSORY INTERNSHIP DOCUMENT
The Compulsory Internship Document can be obtained from the Faculty of Engineering Dean’s Office or from Internship Coordinator Sinem Uğuz in Room KB400C5 and submitted to the workplace.
2. INSURANCE DOCUMENT
· It can be obtained from Internship Coordinator Sinem Uğuz in Room KB400C5 one week before the start of the internship or downloaded from the department website and submitted to the Accounting Office after being filled out, or sent via email to hesap@bogazici.edu.tr.
· [bookmark: _GoBack]After the Accounting Office provides the Social Security Institution employment entry document, the student must deliver this document to the company where the internship will be carried out.
3. STATE CONTRIBUTION INFORMATION FORM AND CALCULATION SHEET FOR COMPULSORY INTERNSHIP WAGES
· These forms can be obtained from Internship Coordinator Sinem Uğuz or from the department website and must be filled out by the company if the company provides payment.
· The original copies of these forms, along with the salary slip or payment receipt obtained from the company, must be submitted to Boğaziçi University Chemical Engineering Internship Coordinator Sinem Uğuz within at most one week after the internship payment period ends.
4. Trainee Evaluation Form
The Trainee Evaluation Form must be completed by the workplace and returned at the end of the internship in a sealed and stamped envelope along with the internship notebook to the Internship Coordinator.
5. Trainee Questionnaire





DURING THE INTERNSHIP
INTERNSHIP NOTEBOOK
· Available on the department website
· Must be written in English
· Can be handwritten (legible) or computer-printed
· A passport-size photo must be attached
· Daily activities must be recorded
· Drawings, diagrams, and photos may be included
GENERAL REPORT
It should include general information such as the history of the institution, its production, and the number of employees.
COMPANY EVALUATION LETTER
· Apart from the notebook, your own observations and evaluations should be written on an A4 paper or in the designated section of the notebook and signed by the intern.
· This document reflects your personal opinions about the institution and does not need to be signed by company authorities.

AFTER THE INTERNSHIP
The internship notebooks must be submitted to the Internship Coordinator within one month after the semester begins.
1. To stop your insurance, a “Internship Completion” document must be sent to the Accounting Office.
2. Important Notes for Notebook Submission:
· A passport-size photo must be attached
· The internship schedule and weekly work sections must be fully completed, signed, and stamped
· The daily and general report sections must be signed or stamped
· The Trainee Evaluation Form must be submitted in a sealed and stamped envelope
· The Trainee Questionnaire must be completed and submitted by the workplace
· The Company Evaluation Letter written by the student must be submitted
· If the company has paid wages, a proof of payment (receipt or payroll) must be submitted to the Internship Advisor
