
Internship Process Flowchart

Student is accepted by a 
company[1]

Student getS F0 that is signed 

by Internship Coordinator, from 
Secretary Office  

Student passes 
(with grade Y)

Student fails 
(with grade Z)

No

Is company asking
for a certification about 
mandatory internship or 

insurance? 

Student completes the appropriate 
report (IE5802/IE7803) by following 

the instructions in the report 
template.

Student gets F1 filled by the 

company.

Yes

Student logs in to IMS, uploads 

F1, fills the other required 

fields, and submits it to her 

academic advisor,  at least 
10 days before the 
internship starts.

Approved by the advisor? 
Student starts his/her 

internship[2].

Student finds another company.
No

At the end of the internship, 

student gets F2 filled and 

signed by the company. This 
form must be enclosed in an 

stamped envelope.

Student prints the report, gets its all 
pages stamped and signed by the 

company, submits it (as a spiral bound 

booklet) to Secretary of the deparment 

and signs The Submission Form, 

together with F2.  This submission must 

be done within the specified days that 
will be announced via CATS for each 

semester[3]. 

Advisor checks the report, fills 
in the Advisor Evaluation Form, 
and passes the report and the 

form to the internship 
committee.

Committee takes the final 
decision.

Is the decision 
 accept ?[5]Yes No

Student registers in IE5802 
Internship I or IE7803 

Internship II (or both), when the 
semester starts.

[1] The student must do his/her IE5802 Intership I Accounting/Finance, Logistics/Warehouse, IT, Human Resources, Purchasing, Sales/Marketing, Project Management Office, 
Strategic Management, Supply Chain Management, R&D departments in any sector. However, for IE7803 Internship II must be done in a manufacturing company that student is 
able to see the flow of goods from raw material to the product. Departments like Production Planning, Production and Quality Control  are appropriate for IE7803.

[2] This period cannot coincide with an academic term (fall, spring, summer) in which the student takes courses. Also, the internship period cannot coincide with the national 
holidays and the weekends. 

[3] Late deliveries are not accepted.

[4] If students has more than 50% copy-paste rate, he/she will fail with grade Z. 

[5] Final grade is announced at the end of the semester, and note that how many days of the report will be accepted is also gets certain in this step. 

F1: İşyeri Kabul Yazısı 
(Company Acceptance 

Letter)

F0: Zorunlu Staj 
Formu (Mandatory 
Internship Form)

F2: Intern Evaluation 
Form

IMS: İKÜ-Staj Yönetim 
Sistemi (IKU Internship 
Management System)

Yes

Department contacts with the 
company regarding the Intern

Copy-Paste control will be done 
via Turnitin[4].

Student attaches cover page as 
the first page of the report and 

Internship checklist & 
submission report as the last 

page of the report with his/her 
signature.
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