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1. GENERAL EXPLANATIONS

e The duration of an internship is a minimum of 20 working days. As a graduation
requirement, students must successfully complete ME 3000 Internship I. ME 4000
Internship II is an elective internship (it can be completed optionally). The relevant
internships are listed below:

1. Summer Internship I: “ME 3000 Manufacturing”

2.Summer Internship II: “ME 4000 Management and Organization”
Bir staj calismas siiresi en az 20 is giiniidiir. Ogrenci mezun olmak icin ME 3000 Staj
[ dersini basarili bir sekilde tamamlamalidir. ME 4000 Staj 1 dersi secmelidir (Istege
bagh secilebilir). Ilgili stajlar asagidaki gibidir;
1. Yaz Staji I: “ME 3000 Uretim”
2. Yaz Staji II: “ME 4000 Yoénetim ve Organizasyon”™

e Prerequisite for “ME 4000 Summer Internship II” is “ME 3000 Summer Internship I”.
“ME 4000 Yaz Staji 11" dersinin 6n kosulu “ME 3000 Yaz Staji 1" dir.

e Students can do their both internships in different departments of the same institution.
(Large capacity factories or corporate firms are recommended.)
Ogrenciler her iki stajint aym kurumun farkl departmanlarinda yapabilirler. (Biiyiik
kapasiteli fabrikalar veya kurumsal firmalar tercih edilmelidir.)

e Students are responsible for finding a suitable firm for their internship themselves.
Osrenciler uygun staj yerini kendileri bulmak ile sorumludur.

e Mechanical engineering students can do their internships between the end date of the
final exams of spring semester and the first day of the fall semester (summer term).
Makine Miihendisligi ogrencileri stajlarint bahar donemi final sinavlarimin bitisi ile
gliz doneminin ilk giinii arasinda gegen donemde (vaz donemi) yaparlar.

e Students who are qualified for graduation must apply to the head of the department to
do their internships besides the summer term.
Mezuniyet durumundaki ogrenciler belirtilen dénem harici staj yapmak i¢in boliim
baskanligina basvurmalidir.

e In order to be successful at “Summer Internship I and II”” courses, students should have
more than an overall score of 70/100 and there must be relevant information in their report
for each of the sections. Additionally, failure to fulfill any of the internship requirements
will be resulted in a fail from “ME3000-Summer Internship I” and “ME4000- Summer
Internship II courses.

Stajlarin basarii kabul edilebilmesi i¢cin staj degerlendirme notu en az 70/100
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olmalidwr. Ayrica, staj gerekliliklerinden herhangi birinin yerine getirilmemesi halinde
ogrenci “ME 3000-Yaz Staji I” ve “ME 4000- Yaz Staji I derslerinden basarisiz
sayilacaktir.
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2. INTERNSHIP PROCESS
(STAJ SURECI)

2.1. APPLICATION
(BASVURU)

e Students should contact the institutions and inform them about the IFS (Internship
Follow-up System). (https://ifs.antalya.edu.tr/)

Osrenci staj yapacagi kurumla sozli olarak anlasir ve kurumu iiniversitemizin
cevrimigi staj bilgi sistemi konusunda bilgilendirir (https.://ifs.antalya.edu.tr/).

e Students should fill and hand in the “UY-FR-0519 Internship Approval Form” to the
responsible mechanical engineer at the institution. Then, the form should be submitted to
the research assistant in charge of internships in the department. Approval forms must be
submitted no later than 15 days before the start of internship.

Osrenciler “Form 1 (UY-FR-0519) Staj Onay Formu” nu staj yeri sorumlusuna iletir.
Uzerindeki ilgili boliimlerin doldurmasindan ve staj yeri tarafindan onaylanmasindan
sonra form, béliimde staj konusunda gorevli arastirma gorevlisine teslim edilir.
Bagsvuru formlari staj baslangi¢ tarihinden en ge¢ 15 giin once teslim edilmelidir.

e The approval forms are evaluated by one of the members of the internship committee. If
the application is not approved, then students have to start over by finding another place.
Onay formlari boliim staj komisyonundaki bir tiye tarafindan degerlendirilir. Eger staj

yeri uygun bulunmazsa, ogrenci baska bir yer bularak yeniden bagvuru yapmalidir.

e If'the institution agrees to use IFS;
The data input to IFS for the students will be done by the research assistant at least one
week prior to the starting date of internship.
Staj yapilacak kurum IFS’yi kullanmayr kabul ediyorsa;
Ogrencilerin bilgileri arastirma gérevlisi tarafindan IFS ye staj baslangi¢ tarihinden
en geg bir hafta oncesinde girilir.

e Ifthe institution refuses to use IFS;
Students should submit the original copy of the approved “Internship Approval Form” to
the human resources department of our university and one extra copy to the responsible
research assistant. This should be done at least one week prior to the starting date of
internship.

Staj yapulacak kurum IF'S kullanmay: kabul etmiyorsa;
Onayli formlarin bir kopyasi béliimdeki arastirma gorevlisine, orijinal evrak ise
sigorta girisi igin insan kaynaklari birimine staj baslangi¢ tarihinden en ge¢ 1 hafta
oncesinde 6grenci tarafindan teslim edilmelidir.
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e In order to do “ME 3000 Summer Internship I”, students must complete at least four
semesters. This period can be reduced to three semesters for irregular students.
Osrencilerin “ME 3000 Yaz Staji I” calismasini yapabilmeleri icin en az dért yariyil
egitim gormiis olmalari gereklidir. Diizensiz (irregular) durumdaki 6grenciler igin bu
stire ti¢ yariyila indirilebilir.

e In order to do “ME 4000 Summer Internship II”” students must complete at least five
semesters. This period can be reduced to four semesters for irregular students.
Osrencilerin “ME 4000 Yaz Staji I calismasini yapabilmeleri icin en az bes yariyil
egitim gormiis olmalari gereklidir. Diizensiz (irregular) durumdaki 6grenciler igin bu
stire dort yaryila indirilebilir.

2.2. INTERNSHIP
(STAJ CALISMASI)

o If the institution agrees to use IFS;
The internship report should be directly submitted to IFS with the possible attachments
by the students, then controlled and approved by the authorized mechanical engineer at
the institution no later than 2 weeks after the end of internship. The report must be in
accordance with the internship report contents.
Staj yeri IFS yi kullanmay: kabul ediyorsa;
Staj raporu olasi ekleri ile beraber 6grenci tarafindan IFS ye girilir. Kurumda
sorumlu makine miihendisi tarafindan kontrol edilen rapor, staj bitis tarihinden
itibaren en ge¢ iki hafta icinde onaylanir. Rapor, makine miihendisligi staj raporu
icerigine uygun olmalidir.

e Ifthe institution refuses to use IFS;
* The internship report must be prepared according to the structure and content specified
in the internship report form. Finalized report and possible attachments should be printed
and all of the pages should be stamped and signed no later than 15 days after the end of
internship by the authorized mechanical engineer at the institution.
Staj yeri IFS yi kullanmayr kabul etmiyorsa;
Staj raporu, makine miihendisligi staj raporu icerigine uygun olarak hazirlanmalidir.
Raporun ¢iktist alinmali ve tiim sayfalar ekleri ile beraber kurumdaki sorumlu makine
miihendisi tarafindan staj bitiminden en ge¢ onbes giin icerisinde kaselenmeli ve
imzalanmalidir.

* “UY-FR-0521 Internship Evaluation Form” should be placed in a closed, signed and

stamped envelope by the authorized mechanical engineer at the institution.
“UY-FR-0521 Staj Degerlendirme Formu” kurumdaki sorumlu makine miihendisi
tarafindan kapall bir zarfa konur, imzalanwr ve miihiirlenir.
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* “Internship Evaluation Form” and “Internship Report” must be submitted to
responsible research assistant in two weeks at the latest from the beginning of the Fall
Semester. Late submits will not be accepted and evaluated.
Degerlendirme formu ve staj raporu akademik takvime gore giiz doneminin basladigi
tarihten itibaren en ge¢ iki hafta icerisinde sorumlu arastirma gorevlisine teslim
edilir. Geg teslim edilen evraklar kabul edilmez ve degerlendirmeye alinmaz.

2.3. EVALUATION
(DEGERLENDIRME)

e After the submission deadline, evaluations are done in one month. Results are announced
to the students.
Staj evraklarinin son teslim tarihinden itibaren en ge¢ bir ay i¢erisinde degerlendirme
yvapilir ve sonuglar ogrencilere ilan edilir.

e If the evaluated report meets the requirements, and get a minimum of 70/100 score,
student will be graded as “Successful” for the internship and related course.
Eger rapor icerigi gereklilikleri yerine getiriyor ve degerlendirmeden minimum
70/100 puan alabilmisse, 6grenci stajdan ve ilgili dersten “Bagarli” sayilir.

e If the evaluated report cannot meet the requirements, and get a minimum of 70/100;
= internship committee can either decide to give the report back for revision,
= or decide as the internship is “Unsuccessful”.
Eger rapor icerigi gereklilikleri yerine getiremiyor ve degerlendirmeden minimum
70/100 puan alamiyorsa;
= staj komisyonu diizeltme yapilmasi i¢in 6grenciye raporu geri verebilir,
» veya stajin “Bagsarisiz” olduguna karar verebilir.

e Students should enroll to regarding “ME 3000” or “ME 4000” courses in the following
Fall Semester in order for their grades to be given.
Osrenciler, not giriglerinin yapilabilmesi icin, staj bitimini takip eden giiz doneminde
vapilan staja bagl olarak ilgili “ME 3000” ya da “ME 4000 kodlu derse kayit
olmalidir.
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3. REPORT FORMAT
(RAPOR FORMATI)

e The report should be written on the computer in English.
Rapor Ingilizce olarak bilgisayarda yazilmaldr.

e Passive voice should be used throughout the report.
Raporda edilgen ciimleler kullanilmalidir.

e “Times New Roman” font in 12 font size should be used, in double lines.
“Times New Roman” yazi stili ile 12 punto kullanilmalidir. Satir araliklart iki satir
olacak sekilde ayarlanmalidir.

e Main headings should be centered, typed in capital letters and boldface. Sub-titles should
be typed in small letters and boldface.
Ana basliklar biiyiik ve kalin harfler ile sayfanin ortasina yazilmalidir. Alt basliklar ise
kiiciik ve kalin harflerle yazilmalidur.

e Technical drawings should be drawn by students themselves.
Osrenciler teknik resimleri kendileri cizmelidir.

e Technical drawings should meet the engineering standards used by the institution.
Teknik resimler staj yerinde kullanilan miihendislik standartlarina uygun olmalidir.

e Technical drawings can either be drawn by hand or by using computer aided drawing
programs such as; AutoCAD, SolidWorks, etc.
Teknik resimler, elle ¢izilebilecegi gibi AutoCAD, SolidWorks gibi bilgisayar destekli
programlar kullanilarak da ¢izilebilir.

e Report templates titled 'ME 300 / ME 3000 Internship Report' and 'ME 400 / ME 4000
Internship Report' are available on the Mechanical Engineering Department website to
be used for writing the internship reports. Students are required to download these
ready-to-use templates and prepare their reports directly on them.

Makine Miihendisligi Boliimii web sayfasinda, staj raporu yaziminda kullanilacak
'ME 300/ ME 3000 Staj Raporu' ve '"ME 400 / ME 4000 Staj Raporu' baslikli rapor
taslaklar: (sablonlart) bulunmaktadir. Ogrenciler, raporlarint bu hazir sablonlar
indirip dogrudan iizerlerine yazarak hazirlamalidir.
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4. REPORT CONTENTS
(RAPOR ICERIKLERI)

4.1. ME 3000 YAZ STAJI I - URETIM
(SUMMER INTERNSHIP I - MANUFACTURING)

Boliimler (Chapters) Puan
(Points)

1-Firmamin Tamtim (Description of Institution): Staj yerinin ismi, adresi, tarihgesi, /5
kurum organizasyon semasi, ¢aligan miithendisler ve onlarin firmadaki gorev tanimlari ile

caligma alani hakkinda bilgi verilmelidir. (Maksimum 1 sayfa)

Institution name, address, history, organizational structure of the company, engineers and

their duties, main areas of business of the company should be presented briefly. (Maximum

1 page)

2-Giris (Introduction): Stajin igerik ve amaci kisaca agiklanmalidir. (Maksimum 1 sayfa) /5

Content and purpose of the internship should be briefly explained. (Maximum I page)

3- Uretim Prosesi (Manufacturing Process): Staj yerinde kullanilan iiretim tekniklerinin /15
siniflandirilmast yapilarak, tanimlar1 kisaca agiklanmalidir. (Ornek; Isil islem, metal
sekillendirme siiregleri, dokiim, kaynak, kalite kontrol, talagli imalat islemleri vb.) Liitfen,
kendi ciimlelerinizle, yalnizca staj yerinde uygulanan {iiretim siireclerini agiklayimniz.
(Maksimum 6 sayfa)

A brief explanation and classification of the manufacturing techniques used in the institution
(For example; heat treatment, metal forming processes, casting, welding, quality control,
machining processes, etc.) should be reported. Explain these techniques which are used in
the institution. Describe processes with your own words that are only used in the institution

shortly. (Maximum 6 pages)

4-Takim Tezgahlar: ve Diger Ekipmanlar (Machine Tools and Other Equipment): /15

Staj yerindeki takim tezgéhlar1 ve diger ekipmanlarin sayis1 ve bunlarin organizasyondaki
kullanim alanlar1 kisaca agiklanmalidir. Staj yerindeki makine ve tezgahlarin 6zelliklerini
bir dnceki boliimdeki iiretim siiregleri ile iligkilendirerek agiklaymiz. (Maksimum 6 sayfa)

Numbers of machine tools and other equipment and their area of usage in the institution
should be described briefly. Explain the properties of the machinery used by the institution
and relate them to the manufacturing processes described in the previous section.

(Maximum 6 pages)

5-Uygulamalar (Sample Workpieces): Her {iretim birimindeki farkli takim tezgahlarinda /40
iiretilen en az 5 parganin teknik resimleri sunulmalidir. Cizimler teknik ¢izim standartlarina
(malzeme tipi 6l¢ekler, boyutlar, toleranslar, vb.) gore yapilmalidir. Her bir is par¢asinin
iiretimdeki agamalarinin ayrintili bir agiklamasi yapilmalidir. (Maksimum 10 sayfa)
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At least five technical drawings of sample work pieces produced on different machine tools
for each production sections must be provided in the appendices. Technical drawings should
be prepared according to the technical drawing standards (material type, scales,
dimensions, tolerances etc.) For each sample, a detailed explanation for every stage of the

production of the sample must be done. (Maximum 6 pages )

6-Uretim Siirecinin Degerlendirilmesi (Evaluation of the Manufacturing Processes):
Uretim siirecinin gelistirilmesi i¢in dnerileriniz nelerdir? (Maksimum 2 sayfa)

What would you propose to improve manufacturing processes? (Maximum 2 pages)

/15

7-Sonug (Conclusions): Staj sirasinda elde edilen veriler ve kazanilan deneyimler kisa bir
sekilde agiklanmalidir. (Maksimum 1 sayfa.)

The experience gained during the internship should be briefly explained. (Maximum I page)

/5

8-Ekler (Appendices): Teknik resim ve ek olarak sunulacak tiim dokiimanlar bu kisma
yiiklenecektir.

Technical drawings and all appendices (charts, visual documents, calculations, etc.) should
be uploaded in this part.

TOPLAM (TOTAL)

/100
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4.2. ME 4000 YAZ STAJI II - YONETIM VE ORGANIZASYON
(SUMMER INTERNSHIP II-MANAGEMENT AND ORGANIZATION)

Boliimler (Chapters) Puan
(Points)

1-Firmamin Tamtim (Description of Institution): Staj yerinin ismi, adresi, tarihgesi, /10
kurum organizasyon semasi, ¢aligan miithendisler ve onlarin firmadaki gorev tanimlari ile
caligma alani hakkinda bilgi verilmelidir. (Maksimum 1 sayfa)

Institution name, address, history, organizational structure of the company, engineers and

their duties, main areas of business of the company should be presented briefly. (Maximum

1 page)

2-Giris ve Organizasyon (Introduction and Organization) : Stajin kapsam ve amaci kisaca /5
aciklanmalidir. Kurum organizasyonunda var olan birimler ve bu birimlerde ¢alisanlarin
(sef, miidiir, mithendislerin) sorumluluk ve gorevleri agiklanmalidir. Staj yapilan firmanin
yerlesimi ve is akis semasi ayrintili sekilde aciklanarak ilgili dokiimanlar bu kisma
eklenmelidir. (Maksimum 4 sayfa)

Content and purpose of the internship should be briefly explained. The duties and
responsibilities of the supervisors, managers, and engineers should be explained.
Workstations and workflows should be explained in detail by preparing workflow chart and

institution layout documents.(Maximum 4 pages)

3-Fizibilite Calismasi (Feasibility Study) : Staj kapsaminda yapilacak fizibilite ¢alismasi /20
icin staj yerinde yapilmasi planlanan iki yatinm Ornegi incelenmelidir. Planlanan
yatirimlarin amag ve hedefleri ile hedefleri yakalama durumu anlatilmalidir. Literatiirdeki
hesap yontemleri kullanilarak yatirimlarin maliyet, getiriler, amortisman siiresi, karlilik,
avantaj ve dezavantaj gibi durumlari ayrintili sekilde rapor edilmelidir. Staj yeri gerekli bilgi
ve maliyetleri vermek istemiyorsa, (tutarli olmak kosulu ile) yaklasik sayilar kullanarak

analiz yapilmalidir. (Maksimum 3 sayfa)

For the feasibility study, two investment projects planned to be conducted in the institution
should be described. The goals of the investment and the situation of achieving the targets
should be explained. The cost, yields, amortization period, profitability, advantages and
disadvantages of investments should be reported in detail by using calculation methods in
literature. If the institution does not want to provide the necessary information and costs,
analysis should be performed using approximate numbers (The numbers should be

consistent.). (Maximum 3 pages)

4-Maliyet Analizi (Cost Analysis): Maliyet analizi kapsaminda; iki drnek par¢a ve/veya /20
stirec i¢in dogrudan ya da dolayli maliyetleri igeren maliyet ¢aligmalar1 ayrintili olarak rapor
edilmelidir. Staj yeri ilgili maliyetleri vermek istemiyorsa, (tutarli olmak kosulu ile)

yaklagik sayilar kullanarak analiz yapilmalidir. (Maksimum 3 sayfa.)
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Cost analysis including direct or indirect costs for the two sample pieces and / or the
processes should be reported in detail. If the institution does not want to give the necessary
costs, analysis should be performed using approximate numbers. (The numbers should be

consistent) (Maximum 3 pages)

5-Zaman Etiidii (Time Study) : Zaman etiidii kapsaminda; zaman etiidii calismasinin
Onemi, giinliikk, haftalik, aylik olarak planlanan ile gerceklesen iiretim miktarlarinin
karsilagtirilmasi, zaman-maliyet iligkisi, is teslimi i¢in verilen siireyi hesaplama, stoklama
ve depolama siireleri, emsal is¢inin calisma siiresi incelenmeli ve ayrintili sekilde rapor
edilmelidir. iki adet parca veya siire¢ icin zaman etiidii uygulamasi yapilmalidir.
(Maksimum 3 sayfa)

The importance of time study, comparison of daily, weekly, monthly planned and actual
production quantities, the relationship between time and cost, calculation the time given to
complete the work, stocking and storage periods and working time of the worker should be
examined and reported in detail. Time studies should be performed for two parts or

processes. (Maximum 3 pages.)

/20

6-Kalite Kontrol (Quality Control) : Staj yerinde yapilan kalite caligmalar1 ve kalite kontrol
sistemleri kisaca agiklanmalidir. Kurumdaki varsa AR-GE g¢alismalari, Olgme
degerlendirmeye yonelik ¢alismalar ve bunlarm tiretime getirileri ile maliyetleri incelenerek
ayrmtili sekilde rapor edilmelidir. (Maksimum 2 sayfa)

Quality examinations and quality control systems in the institution should be explained
briefly. If any R&D works, measurement and evaluation works in company and their yields

to production with costs should be reported in detail. (Maximum 2 pages).

/10

7- Kurumdaki Zayif ve Giiclii Yonler (Weaknesses and Strengths of the Institution): Staj
yaptigmiz kurumun size gore giiglii ve zayif yodnleri yazilmalidir. Zayif yonlerin
giiclendirilmesi ve giiglil yonlerin korunmasi adina yapilmasi gerekenler kendi climleleriniz

ile kisaca aciklanmalidir. Varsa oneriler de burada sunulmalidir. (Maksimum 2 sayfa)

Explain what are the weaknesses and strengths of the institutions. What would you propose
to improve weaknesses and protect strengths? If you have any suggestions for the

institution, explain with your own words briefly. (Maximum 2 pages)

/10

8-Sonug (Conclusion): Staj sirasinda elde edilen veriler ve kazanilan deneyimler kisa bir
sekilde aciklanmalidir. (Maksimum 1 sayfa.)

The experience gained during the internship should be explained briefly. (Max I page.)

/5

8-Ekler (Appendices): Teknik resim ve ek olarak sunulacak tiim dokiimanlar bu kisma
yiiklenecektir.

Technical drawings and all appendices (charts, visual documents etc.) should be uploaded

in this part.

TOPLAM /(TOTAL)

/100
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