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Ogrencinin Ad1 ve Soyadi
Student's Name and Surname

Smif ve No.
Year and student number

Kurumun Adi ve Adresi
Name and address of the company

Staj Baglay1s ve Bitig Tarihleri
Starting and ending dates of pratice

Raporun Sunuldugu Tarih
Report date

Ogrencinin Imzas1
Student's signature

Ogrencinin
Onayli
Fotografi
Certified
Photograph of
the Student

Raporu Inceleyen Ogretim Uyesi
Faculty member grading the report

Verilen Not : Basarili / Basarisiz
Grade :S/U

Tarih
Date
imza
Signature
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ORTA DOGU TEKNIK UNIVERSITESI
Miihendislik Fakiiltesi
...................................................................... Miihendislik Bolimii Ogrencinin
STAJ BASARI BELGESI Onayl
1 inci niisha Fotografi
GIZLIiDIR
Ogrencinin Ad1 ve Soyadi :
Sinif ve Ogrenci No.
Kurumun Adi ve Adresi
Ise Baslay1s ve Bitis Tarihleri :
Boliimiimiiz programinin zorunlu staj siiresi ...........c.cececceveeveuneeee..... haftadir.
Staj Basar1 Derecesi
Ogrencinin | Calisma Ise Devam Basari
Calisti81 Stiresi | Gosterdigi Notu Notu Diisiinceler
Boliim (hafta) Tlgi

Notlar: A= Pekiyi Yetkili Amirin

B=lyi AdiveSoyadi s

C=Orta Unvani s

D= Zayif Mihiir ve Imza e

F= Basarisiz Tarih e
Not: Ogrencinin staj1 bittikten sonra bu belgenin doldurularak bir niishasmin asagidaki

adrese dogrudan gonderilmesi ve ikinci niishasinin kurumda saklanmasi rica

olunur.

Staj Komitesi Bagkanlig

.................................................... Miihendisligi Boliimii
Orta Dogu Teknik Universitesi

06531 Ankara



MIDDLE EAST TECHNICAL UNIVERSTIY
Faculty of Engineering Certfied
ettt neee e BNIEINEETING Department Photograph
SUMMER PRACTICE PERFORMANCE of the
REPORT Student
1 st Copy

CONFIDENTIAL
Student's name and surname :
Year and student number
Company name
Starting and ending dates of practice e
Minimum duration of summer practice for our department is .......................... weeks.

Summer Practice Evaluation

Practice Interest | Attendance| Performance
Department | Duration in Grade Grade Remarks
(weeks) Job
Grade: A= Excellent
B= Good Name of Supervisor
C= Fair Title of Supervisor
D= Poor Official Stamp and Signature :........cccoceovevinccnenereene.
F= Unsatisfactory Date :
Not: It is requested that one copy of this form be filed and sent directly to the

address below and the second copy retained in your files:

Staj Komitesi Baskanlig
ceererrenneeeenneneeesseneeneeseneneeneneneen. Miihendisligi Bollimii
Orta Dogu Teknik Universitesi

06531 Ankara Turkey
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REPORT FORMAT
1. The report should comply with the summer practice program principles.
2. The report should be in English and printed in ink or typed.

3. Main headings are to be centered and written in capital letters (and boldface if a word
processor is used). Sub-titles should be written in small letters and underlined
(if handwritten or typed) or boldface (if a word processor is used). Drawing should
conform to acceptable engineering standards.

4. Each report should contain the following sections
(a) TABLE OF CONTENTS: Should have the corresponding page numbers.

(b) DESCRIPTION OF THE COMPANY: Should include the following information

- company name
- company location

- organizational structure of the company

- number and duties of engineers employed
- main area of business

- a brief history of company

(c) INTERODUCTION: The aim and the scope of the summer practice should be
presented briefly in this section.

(d) REPORT: In this section, a detailed description of everything that has been
done and observed during summer practice should be given with close consideration
to the program outlined by the related department for the third and fourth year
students. The necessary data, tables and diagrams should be numbered and place
in the "APPENDIX".

() CONCLUSION: In this section, the data obtained and the experience gained during
the summer practice should be assessed, recommendations should be made.

(f) APPENDIX: All related data, tables and drawings should be given in this section.
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ORTA DOGU TEKNIK UNIVERSITESI
Miihendislik Fakiiltesi
...................................................................... Miihendislik Bolimii Ogrencinin
STAJ BASARI BELGESI Onayl
2 inci niisha Fotografi
GIZLIiDIR
Ogrencinin Ad1 ve Soyadi :
Sinif ve Ogrenci No.
Kurumun Adi ve Adresi
Ise Baslay1s ve Bitis Tarihleri :
Boliimiimiiz programinin zorunlu staj siiresi ...........c.cececceveeveuneeee..... haftadir.
Staj Basar1 Derecesi
Ogrencinin | Calisma Ise Devam Basari
Calisti81 Stiresi | Gosterdigi Notu Notu Diisiinceler
Boliim (hafta) Tlgi

Notlar: A= Pekiyi Yetkili Amirin

B=lyi AdiveSoyadi s

C=Orta Unvani s

D= Zayif Mihiir ve Imza e

F= Basarisiz Tarih e
Not: Ogrencinin staj1 bittikten sonra bu belgenin doldurularak bir niishasmin asagidaki

adrese dogrudan gonderilmesi ve ikinci niishasinin kurumda saklanmasi rica

olunur.

Staj Komitesi Bagkanlig

.................................................... Miihendisligi Boliimii
Orta Dogu Teknik Universitesi

06531 Ankara



MIDDLE EAST TECHNICAL UNIVERSTIY
Faculty of Engineering Certfied
ettt neee e BNIEINEETING Department Photograph
SUMMER PRACTICE PERFORMANCE of the
REPORT Student
2 nd Copy
CONFIDENTIAL
Student's name and surname et
Year and student number e
Company NAME et
Starting and ending dates of practice e
Minimum duration of summer practice for our department is .......................... weeks
Summer Practice Evaluation
Practice Interest | Attendance| Performance
Department | Duration in Grade Grade Remarks
(weeks) Job
Grade: A= Excellent
B= Good Name of Supervisor
C= Fair Title of Supervisor
D= Poor Official Stamp and Signature :........cccoceovevinccnenereene.
F= Unsatisfactory Date :
Not: It is requested that one copy of this form be filed and sent directly to the
address below and the second copy retained in your files:
Staj Komitesi Baskanlig
seeverreneeene. Miihendisligi Boliimii

Orta Dogu Teknik Universitesi
06531 Ankara Turkey
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YAZ STAJ RAPORU FORMATI

1. Rapor, yaz staj programina ve yaz staj ilkelerine uygun olarak yazilmalidir.

2. Rapor, Ingilizce, okunakli ve kitap harfleriyle miirekkeple veya daktilo veya bilgisayar ile

yazilmaldir.

3. Bagliklar biiyiik harflerle sayfanin ortasma yazilmahdir.(Bilgisayar kullanilirsa kalin harfler

kullanilmalidir.)Alt basliklar ise kiigiik harflerle yazilmali ve altlar1 ¢izilmelidir.(Bilgisayar
kullanilirsa alt ¢izilmeden kalin harfler kullanilmalidir.) Resimlerin ¢izimleri miihendislik
standartlarina uygun olarak yapilmalidir.

4. Her rapor asagidaki boliimleri kapsamalidir.

(a) ICINDEKILER: Konular ve bulunduklar sayfa numaralar1 verilmelidir.

(b) KURULUS HAKKINDA BILGILER: Asagida siralanan bilgiler verilmelidir.

- Kurulusun ad1

- Kurulusun yeri

- Kurulusun organizasyon semast

- Kurulusta ¢aligan miihendislerin sayisi ve kurulus igindeki gorevlerinin agiklanmasi
- Kurulusun asil ¢alisma konusu

- Kurulusun kisa tarihgesi

(c) GIRIS: Bu bsliimde yaz stajinin konusu ve amaci hakkinda kisa bilgiler verilecektir.

(d) RAPOR: Bu béliimde ikinci ve tiglincii y1l 6grencileri igin her boliimiin istedigi staj
programi gdzoniinde tutularak isletmede gozlenmis ve yapilmis her sey ayrintili
olarak agiklanacaktir. ilgili veriler, tablolar ve resimler numaralanacak ve "EK"

boliimiinde sunulacaktir.

(e) SONUC: Bu boliimde yaz stajindan elde edilecek veriler ve beceriler degerlendirilecek,
igletme teknik ¢aligma yoniinden incelenecek ve uygun onerilerde bulunacaktir.

(f) EK: Biitiin veriler, tablolar ve resimler bu béliimde sunulacaktir.
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7. Each summer practice candidate should obtain a "Summer Practice Guide". This
guide gives general information on summer practice and contains the necessary
paperwork. Students should daily record all work they perform according to the
department summer practice program during the practice. These notes are later
copied to the Report Book in accordance with the "Summer Practice Report Format".
The student submits the report to the departmental committee during the registration
period of the semester following the summer practice. When needed, this date may
be postponed by the committee. Students who do not submit their reports at the
end of assigned period are considered not to have fulfilled the summer practice. In
addition to this report, the departments may ask for documents covering additional
information on the work accomplished. Departments are free to return or not to return
successful reports to the students.

8. If a report does not conform with the standards given by the "Summer Practice Report
Format", the student will be asked to modify the report within two weeks, if the summer
practice was otherwise successful. If the student does not hand in the updated report
within this period, or if the report is rejected, the summer practice must be repeated
by the student.

9. Every student must deliver the summer practice forms, marked "CONFIDENTIAL" in
this guide, to the employer at the start of the summer practice. At the end of the practice,
one copy of these forms is sent directly to the departmental commitee by registered mail.
It is the students responsibility to ensure that the report is mailed by the employer. The
second copy is retained in the employer's files.

10.A student who receives an average "F" on his / her performance report, or who receives
an "F" in attendance grade, is required to repeat the summer practice.

11.The Department reports the summer practice grades to the Registrar's Office.
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ORTA DOGU TEKNIiK UNiVERSITESI
MUHENDISLIiK FAKULTESI
YAZ STAJLARI KURALLARI

. ODTU Miihendislik Fakiiltesine bagh Miihendislik Boliimlerinin dgrencileri Miihendislik

(B.S.) derecesine hak kazanabilmeleri i¢in gerekli ders ve laboratuar ¢aligmalar1 yaninda
endiistrideki kuruluslarda yaz staji da yapmak zorundadirlar.

. Stajlarin yapilacagi yillar, siireleri, hangi konular1 kapsayacagi, her konunun ne siireli

olacag, ne karakterde is yerlerinde yapilacag: boliimlerce saptanir. En az staj siiresi Staj
Basar1 Belgesi sayfasinda (Sayfa 2-3 ) verilmistir.

. Her Boliimiin en az bir 6gretim tiyesini igeren bir "Staj Komitesi" vardir. Bu komite boliimle

ilgili staj islerini boliim bagkanligina kars1 sorumlu olarak yiiriitiir. Komitenin iiyeleri boliim
baskanliginca segilir.

. Miihendislik Fakiiltesinin, gerektiginde toplanan bir "Fakiilte Staj Komitesi" vardir. Bu

komite, yaz staj1 olan her boliimden birer temsilcinin katilmasiyla olusur, Dekan bagkanli-
ginda toplanir ve staj uygulamalarmin boliimlerce ortak kurallara gore yiiriitiilmesini
saglar.

. Boliimlere ayrilan staj yeri kontenjanlari, boliim Staj Komitesi' nce, staj yapma durumunda

olan dgrencilere, sirayla, mezuniyet durumlari, akademik bagar1 durumlari, verilen onceki
kontenjan1 kullanma durumlarina gére dncelik taninarak veya kura ile dagitilir.

. Staj yerini kendi bulan 6grencilerin staj yapacaklar yer ile ilgili yeterli bilgileri, staja

baslamadan dnce boliim Staj Komitesi' ne sunmalar1 ve komite' nin onayin1 almalari
gerekir. Onay1 alinmanus bir kurulusta yapilacak stajin gegerli sayllmamasinin sorumlu-
lugu 6grencinindir.

. Staja baglayacak her 6grenci bir "Staj Rehberi" edinir. Bu rehber i¢inde staj ile ilgili

bilgilerle gerekli formlar verilmistir. Ogrenci, staj siiresince, programa gére yiiriittii-
gl caligmalarini giinii glinline not eder ve bunlardan staj raporunu "Yaz Staji1 Rapor
Formati"na gdre hazirlanirken yararlanir. Ogrenci staj raporunu staji takip eden
donem i¢in kayit yapilirken Boliim Staj Komitesi'ne sunar. Bu tarih gerekirse, komi-
tece bir siire uzatilabilir. Bu siire sonunda raporlarmi vermeyen 6grencilerin stajlart
yapilmamus sayilir. Boliimler bu rapor disinda stajlari ile ilgili baska bilgileri kap-
sayan belgeleri de isteyebilir. Stajini basari ile tamamlayan 6grencilerin staj raporlari-
n1 6grencilere geri verip vermeme boliim kurullarmin kararma baglidir.



8. Raporunu istenen formata uygun olarak yazmayan dgrenciden, staji basarili ise,
raporunu iki hafta iginde istenilen formata uygun duruma getirmesi istenir. Istenilen
raporu bu siire i¢cinde getirmeyen veya raporlari red edilen 6grenciler stajlarini tek-
rarlamak zorundadirlar.

9. Her 6grenci staja baslarken, bu rehber igindeki "GIZLI" yazihi staj basar1 belgelerini
isyerine vermek zorundadir. Staj sonunda bu formlardan biri, isyerince, Boliim Staj

Komitesi' ne taahiitlii olarak yollanir. Bunu saglamak dgrencinin sorumlulugundadir.

Diger form ise isyerince saklanir.

10. Basar1 belgesinde durumu ortalama F olan, veya devam durumu F olan &grencinin
bu stajin1 yeniden yapmasi zorunludur.

11. Staj basari notlari ilgili boliimce Ogrenci Isleri Dairesi Bagkanligi' na génderilerek
ogrencilerin dosyasina iglenir.

MIDDLE EAST TECHNICAL UNIVERSITY
FACUTY OF ENGINEERING
SUMMER PRACTICE REGULATIONS

. Students of the Faculty of Engineering of METU are required to participate in an industrial

summer practice program in addition to the fulfillment of course and laboratory studies as
required by the B.S. degree curriculum.

. Departments of the Faculty of Engineering specify the following regarding the summer

practice: the year of practice, duration, topics to be covered, time to be spent on each
topic, type of companies acceptable for summer practice. The minimum duration of summer
practice for each Department is given in the Summer Practice Performance Report page

(page 4-5).

. Each department has a "Summer Practice Commitee", including at least one member of the

teaching staff. This commitee administers the department's summer practice affairs and
reports to the department chairperson. Members of the commitee are appointed by the
department chairperson.

. The Faculty of Engineering has a "Faculty of Engineering Summer Practice Commitee"

wich meets when necessary. This commitee is composed of one advisor from every depart-
ment wich has a summer practice program. The committee meets under the chairmanship
of the Dean to ensure that summer practice procedures are performed according to the
rules common to all departments of the Faculty.

. Summer practice vacancies availabe to the departments are distributed to the students

by the departmental Summer Practice Committee, with prioritties in the following order:
date of graduation, academic standing, and the use of previous summer practice vacancies.
Instead, the department may choose to draw lots.

. Students who find their own summer practice positions must submit satisfactory

information about the prospective workplace to the Department Summer Practice
Committee and should obtain an approval before starting the summer practice.
Students should be warned that practice at an unapproved institution carries the
risk that the summer practice may not be accepted.



MIDDLE EAST TECHNICAL UNIVERSTIY
Faculty of Engineering Certfied
ettt neee e BNIEINEETING Department Photograph
SUMMER PRACTICE PERFORMANCE of the
REPORT Student
1 st Copy
CONFIDENTIAL
Student's name and surname et
Year and student number e
Company NAME et
Starting and ending dates of practice e
Minimum duration of summer practice for our department is .......................... weeks
Summer Practice Evaluation
Practice Interest | Attendance| Performance
Department | Duration in Grade Grade Remarks
(weeks) Job
Grade: A= Excellent
B= Good Name of Supervisor
C= Fair Title of Supervisor
D= Poor Official Stamp and Signature :........cccoceovevinccnenereene.
F= Unsatisfactory Date :
Not: It is requested that one copy of this form be filed and sent directly to the
address below and the second copy retained in your files:
Staj Komitesi Baskanlig
seeverreneeene. Miihendisligi Boliimii

Orta Dogu Teknik Universitesi
06531 Ankara Turkey
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YAZ STAJ RAPORU FORMATI

1. Rapor, yaz staj programina ve yaz staj ilkelerine uygun olarak yazilmalidir.

2. Rapor, Ingilizce,okunakli ve kitap harfleriyle miirekkeple veya daktilo veya bilgisayar ile

yazilmaldir.

3. Bagliklar biiyiik harflerle sayfanin ortasma yazilmahdir.(Bilgisayar kullanilirsa kalin harfler

kullanilmalidir.)Alt basliklar ise kiigiik harflerle yazilmali ve altlar1 ¢izilmelidir.(Bilgisayar
kullanilirsa alt ¢izilmeden kalin harfler kullanilmalidir.)Resimlerin ¢izimleri mithendislik
standartlarina uygun olarak yapilmalidir.

4. Her rapor asagidaki boliimleri kapsamalidir.

(a) ICINDEKILER: Konular ve bulunduklar sayfa numaralar1 verilmelidir.

(b) KURULUS HAKKINDA BILGILER: Asagida siralanan bilgiler verilmelidir.

- Kurulusun ad1

- Kurulusun yeri

- Kurulusun organizasyon semast

- Kurulusta ¢aligan miihendislerin sayisi ve kurulus igindeki gorevlerinin agiklanmasi
- Kurulusun asil ¢alisma konusu

- Kurulusun kisa tarihgesi

(c) GIRIS: Bu bsliimde yaz stajinin konusu ve amaci hakkinda kisa bilgiler verilecektir.

(d) RAPOR: Bu béliimde ikinci ve tiglincii y1l 6grencileri igin her boliimiin istedigi staj
programi gdzoniinde tutularak isletmede gozlenmis ve yapilmis her sey ayrintili
olarak agiklanacaktir. ilgili veriler, tablolar ve resimler numaralanacak ve "EK"

boliimiinde sunulacaktir.

(e) SONUC: Bu boliimde yaz stajindan elde edilecek veriler ve beceriler degerlendirilecek,
igletme teknik ¢aligma yoniinden incelenecek ve uygun onerilerde bulunacaktir.

(f) EK: Biitiin veriler, tablolar ve resimler bu béliimde sunulacaktir.
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