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ATD 390 Internship Report — Writing Guidelines
After completing 30 (thirty) working days of internship, the student prepares this report in English. The Internship Diary must be structured on a daily basis and give a clear overview of the student's activities and insights.
How to use this template
1. Replace every grey text in [square brackets] with your own content, then delete the bracketed text.
1. Do not change the order of sections or the heading styles. Update the Table of Contents before submitting (right-click → Update Field).
1. The Information Form must be filled, signed and stamped by the institution.
Length
1. The Internship Diary (Section 3.3) must be at least 6,000 words in total — about 200 words per working day.
1. Word count requirement covers the diary only; other sections have no minimum but should be complete and supported with sources.
Formatting
	Font
	[Calibri / Times New Roman], 12 pt

	Line spacing
	1.5

	Margins
	2.5 cm on all sides

	Citation style
	APA 7th edition (in-text and References)



Academic integrity and AI use
The report must be your own work. Any use of generative AI tools (e.g., for language editing) must be stated in the Declaration. Diary entries must reflect your own experience and must not be generated by AI. Do not include confidential company data without written permission from the institution.
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[bookmark: _Toc241840386]
Declaration of Originality and AI Use
I declare that this internship report is my own work, that it reflects the activities I personally carried out during my internship at [Company Name], and that all sources used are properly cited in the References section.
Use of generative AI tools (tick one):
☐  I did not use any generative AI tools in preparing this report.
☐  I used generative AI tools only for the purposes stated below. All content, including every diary entry, reflects my own experience.
	[Tool(s) used and purpose, e.g., "ChatGPT – grammar check of Section 4"]



I also confirm that no confidential information has been included without the written permission of the institution.

	Name Surname:
	Signature / Date:
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[bookmark: _Toc241840388]1. Information About the Sector of the Company
[bookmark: _Toc241840389]1.1 General Information About the Sector
[Describe the sector the company operates in: main products/services, size, key players. Support with references (company website, sector reports). ~300–500 words.]
[bookmark: _Toc241840390]1.2 The Sector in the World and in Turkey
[Summarise the global and Turkish outlook: market size, growth, trends, regulation. Cite recent data (APA).]
[bookmark: _Toc241840391]1.3 The Company's Position Within the Industry
[Describe the company's market position, main competitors, competitive advantages and, if available, market share. Cite sources.]
[bookmark: _Toc241840392]2. Information About the Company
[bookmark: _Toc241840393]2.1 Mission and Vision
[Quote the company's mission and vision statements and cite the source.]
[bookmark: _Toc241840394]2.2 Short-Term and Long-Term Objectives
[Short-term objectives (1–2 years) and long-term objectives (3–5+ years).]
[bookmark: _Toc241840395]2.3 Organisation Chart
	[Insert the organisation chart here and mark the department(s) where you worked]


Figure 1. Organisation chart of [Company Name]. Source: [ ]
[bookmark: _Toc241840396]2.4 Marketing Mix
	Product
	[Main products/services, product range, branding]

	Price
	[Pricing strategy, price positioning]

	Place
	[Distribution channels, locations, online presence]

	Promotion
	[Advertising, social media, campaigns, PR]


[bookmark: _Toc241840397]3. Internship Activities
[bookmark: _Toc241840398]3.1 Departments and Work Performed
[List the department(s) where you completed the internship and summarise your main responsibilities and projects in each.]
[bookmark: _Toc241840399]3.2 Meetings, Seminars and Trainings Attended
	Date
	Meeting / Seminar / Training
	Your role

	
	
	

	
	
	

	
	
	

	
	
	



Instructions: Complete one block for each actual working day (about 200 words; at least 6,000 words in total). Only actual working days should be numbered as internship days. Public holidays and absences should not be counted toward the required 30 working days.
[bookmark: _Toc241840400]3.3 Internship Diary
Week 1 (Days 1–5)
	Day 1
	Date: [DD/MM/YYYY]
	Department: [ ]

	





	Day 2
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 3
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 4
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 5
	Date: [DD/MM/YYYY]
	Department: [ ]

	





Week 2  (Days 6–10)
	Day 6
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 7
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 8
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 9
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 10
	Date: [DD/MM/YYYY]
	Department: [ ]

	




Week 3  (Days 11–15)
	Day 11
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 12
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 13
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 14
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 15
	Date: [DD/MM/YYYY]
	Department: [ ]

	




Week 4  (Days 16–20)
	Day 16
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 17
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 18
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 19
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 20
	Date: [DD/MM/YYYY]
	Department: [ ]

	




Week 5  (Days 21–25)
	Day 21
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 22
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 23
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 24
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 25
	Date: [DD/MM/YYYY]
	Department: [ ]

	




Week 6  (Days 26–30)
	Day 26
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 27
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 28
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 29
	Date: [DD/MM/YYYY]
	Department: [ ]

	



	Day 30
	Date: [DD/MM/YYYY]
	Department: [ ]

	



[bookmark: _Toc241840401]4. Self-Assessment
[bookmark: _Toc241840402]4.1 Contribution to Professional and Academic Development
[How did the internship contribute to your professional skills and academic knowledge? Give concrete examples.]
[bookmark: _Toc241840403]4.2 Relevance of the Courses Taken
[Which courses or concepts from your undergraduate education were relevant to your internship? Explain with concrete examples.]
[bookmark: _Toc241840404]4.3 Future Career Preferences
[Would you consider working at this company? In which department would you prefer to work, and why?]
[bookmark: _Toc241840405]4.4 Strengths and Weaknesses
	Strengths
	Areas for improvement

	[ ]
	[ ]


[bookmark: _Toc241840406]5. Conclusion
[bookmark: _Toc241840407]5.1 General Evaluation
[Was the internship aligned with your expectations? What were the most valuable and the most challenging aspects?]
[bookmark: _Toc241840408]5.2 Recommendation to Peers
[Would you recommend this company to your peers for an internship? Why or why not?]
[bookmark: _Toc241840409]References
[List all sources in APA 7th edition format, in alphabetical order. Example:]
Turkish Statistical Institute. (2025). [Title of report]. https://www.tuik.gov.tr/
[bookmark: _Toc241840410]Appendices
[Appendix A – [Title]. Add supporting documents, screenshots, certificates or sample work (only non-confidential material, with permission).]
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