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Course
Description

The Aim of Summer Practice

* To give you experience on site and /or in-production technique
¢ To give you a pre-knowledge on printing methods for

your third year program of courses and studies, you need to have your
internship in:

* a printing house
« a digital printing center

The minimum required duration for your summer practice is 1 month.
Your Summer Practice should not coincide with the Summer School

courses if you are taking any. Exceptional cases should be addressed in
written form to the Coordinator of the course.
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Performance Review

Throughout your summer practice, your performance will be reviewed
by a senior member of the company, and Doc.B3 will be one of the
important forms taken into consideration while evaluating your overall
Summer Practice | performance.

Your performance will be observed and evaluated in terms of your
participation, enthusiasm, interest and general involvement. Please
remind the company to return the signed Document-B3 to the Course
Coordinator, within a week of your completion of the Summer Practice.

Make an appointment
for an interview

at the agency of your choice
And take your signed

B-1& B-2 documents
with you...

Document B-1: Letter of Introduction
Document B-2: Letter of Acceptance
Document B-3: Performance Review
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Diary

Throughout your internship at the company, you are required to keep a
written and visual Diary. The Diary must be taken each day to the working
place. The size of the diary should not be larger than A4 and not smaller
than AS. You should regularly note down your tasks, duties, and
activities. The Diary must be handwritten and all information must be
recorded daily. You should spare a separate space for each day’s entry.

Additionaly, you may express your personality, in terms of your observa-
tions, by notes and graphics, such as sketches, details, doodles, etc.

A senior member of the company will review your Diary and verify
the accuracy of your entries, by signing it weekly.

This Diary will be submitted to the course coordinator, as a part of the
submission of your Summer Practice | Report, as an Appendix. Please
place your Diary into a clear-plastic envelope, and attach it as the
Appendix to your Report.

’ [ ]

Summer Practice | Report

How to Write It

You are required to submit a written report including supporting visuals
of your work, outlining your experience gained through practical training,
throughout the summer practice placement.

Purpose of the Report

Your report should address your observations and experience on site
and/or in production techniques. Specifically, you are expected to
record your observations of;

o On Site Activities, and/or
e Production Techniques, and
e Project Scheduling and Coordination

CONTENT ORGANIZATION

1. Introduction
This section should begin with a brief description of the company, its
history, size, staff, past projects and any other pertinent information.

2. Body of the Report

It should be composed of the details your specific observations and
your contribution to the company, with respect to the focus of Summer
Practice, your activities and experiences on production techniques and
project scheduling and coordination.

Your Diary entries will guide you in documenting the degree of your
involvement, many specific activities and any other special tasks
performed by you. Please try to give a detailed project brief and
description of your duties asked from you.

3. Visual Documentation

Visual Documentation, such as sketches, drawings, photographs and
any other relevant aspects, such as details and short-form specifica-
tions, should be included in the body of your report. Therefore, you are
strongly advised to collect this information on an on-going basis,
throughout your summer practice.

4. Conclusion

You should write about, in general terms, the experience and knowledge
gained through the practical training and observations, during your
summer practice at the company.

Hard Copy & Moodle Submissions

You should submit your Summer Practice | Report as a hard copy
printed on A4 format with a hard and spiral-bound cover and as a pdf
file by uploading it to the course’s Moodle page.

FORMAT REQUIREMENTS

The hard cover and the front page of the report will be included in the
layout.pdf file that will serve you as a template for your report’s page
layout. You can download the file from the department’s website.

The table of contents should be organized as follows:

o Introduction,
® 290 Summer Practice 1
2.1 On Site Activities
2.2 Production Techniques
2.3 Project Scheduling and Coordination
2.4 Conclusion
o Visual Documentation
o Appendix (your Diary)

Pages should be numbered consecutively, starting with Introduction,
but excluding the Appendix. The Body of the Report should be at least
1500 words in length, A4 format, following the Page Format require-
ments in the layout file.
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Course Evaluation

GRA 290 Summer Practice | course is going to be evaluated as
Satisfactory or Unsatisfactory.

The course coordinator will base the evaluation upon your Diary entries,
validated weekly by a senior member of the company, as well as the
Performance Review, submitted by your supervisor of the company,
and your written report.

A generally poor report will be returned to you by your advisor, for
revisions and/or rewriting.

A generally poor overall performance will be graded as Unsatisfactory,
and you will have to repeat the course/internship.

Report Submission Deadline

The due date of submission of your Summer Practice | Report to your
Course Coordinator will be announced on the department web site,
http://gra.bilkent.edu.tr/ and posted throughout the department on
notice boards.

Unsatisfactory Standing

Anyone who fails to receive a satisfactory standing will be required to
repeat Summer Practice | in the following summer.

A General Note of Caution
Plagiarism

You are advised and strongly warned not to enhance any aspects of
your report, either with activities not actually performed by you, or by
inclusion of text from other sources. Information gathered from various
industry sources, may, of course, be quoted directly, providing you
properly acknowledge and identify its source.

All observations and comments offered in your report must be totally
authored by you, even if you perform your Summer Practice with other
students of your Department, in the same company.

Bilkent University considers plagiarism a serious offence, resulting in
severe disciplinary action.

Copying of Documents

You are reminded to ask permission, before copying or collecting any
office documents which you intend to submit in your report.

You are also strongly advised to collect any desired visual documenta-
tion throughout your work term, not only at the last minute.

Good Luck!
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To Whom It May Concern:

As part of their third year program of studies at Bilkent University, in the Faculty of Art, Design and Architec-
ture, the Department of Graphic Design, students are required to participate in a work placement program -
Summer Practice l.

The minimum time for this summer practice placement is one month.

The aim of Summer Practice | is to give students experience on site and/or in production techniques, and project
scheduling and coordination. Specifically, students are expected to make observations on, and participate in:

e On Site Activities, and/or,
e Production Techniques, and
e Project Scheduling and Coordination

Please bear in mind that the student, although completing the second year of study, may require your guidance,
much supervision and patience. We encourage you to include the student in your daily company routine,
offering opportunities for observation, allowing active participation in tasks, and the inclusion in other aspects
of the working of your company.

Students are required to maintain a Diary, which record their daily tasks and specific involvement in activities of
your company.

We request that you review and validate the student’s daily Diary entries and sign it on a weekly basis.

Furthermore, the student must submit a Summer Practice | Report, upon completion of the work term. We
request that you support the student by providing documents for inclusion in her/his report.

Also, we require your evaluation of the student’s performance upon completion of the work term. A copy of the
form, Document B-3 Performance Review will be provided to you by the student. We encourage you to discuss
your evaluation, in whole or part, with the student.

Please return the signed Performance Review by mail, marked “‘Confidential’ to the Graphic Design Depart-
ment, within a week after completion of Summer Practice I.

[ am convinced it will be a fruitful and enjoyable experience for both, the student as well as your company staff.

Sincerely,

Atil Kurttekin
Course Coordinator

Bilkent University

Faculty of Art, Design and Architecture
Graphic Design Department

06800 Bilkent, Ankara, Turkey

Tel: (+90) 312 290 1745
atilk@bifkent.edu.tr
http.//gra.bilkent.edu.tr/

Document B-1
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Sayin ilgili,

Bilkent Universitesi, Giizel Sanatlar, Tasarim ve Mimarlik Fakiltesi, Grafik Tasarim Bolimi égrencilerinin,
Ucncl yil ders programi kapsaminda, birinci yaz stajini yapmalari gerekmektedir. Bu stajin stiresi 1aydir.

Stajin amaci, 8§rencilerin matbaa uygulama ve retim alanlarinda deneyim kazanmalarini saglamaktir. Ozellikle
ddrencilerden asagida belirtilen konularda gozlem yapmalari ve katilimda bulunmalari beklenmektedir:

o [s yénetimi ve programlamasi,
o Proje gelistirme asamalari,
e Matbaa-ajans iliskileri,

Hen(z ikinci sinifi bitirmis olan 6grencinin, sizin yardiminiza, sabriniza ve denetiminize gereksinimi oldugunu
takdir edersiniz. Sizden 6grencinin matbaanin ginlik olagan akisina katilmasini saglamanizi, gdzlemleme
yapmasl i¢in bazi firsatlar yaratiimasini ve ¢alisma ortamlarini farkli yénleri ile tanimaya tesvik edilmesini diliyoruz.

Ogrenciden staj sirasinda her gtin, ofisteki gtinliik gdrevlerini ve katildigi etkinlikleri giinlii§gine yazmasi beklen-
mektedir. Haftada bir, bu giinliigiin uygunlugunun gdzden gecirilerek onaylanmasi gerekmektedir. GUnligu
ile birlikte, 6grenci staj bitiminde bir rapor hazirlayarak Ders Koordinatéri’ne teslim edecektir. Raporuna ekleye-
bilmesi icin, ilgili ddkimanlari veya kopyalarini saglamanizi 6zellikle rica ediyoruz.

Staj dénemi sonunda, 6grencinin performansini degerlendirmeniz ve bunun icin gerekli olan ekteki Staj Deger-
lendirme Formu'nu doldurmaniz gerekmektedir. imzalanmis ve kaselenmis Staj Degerlendirme Formu’nu
6grenci stajini tamamladiktan sonra bir hafta icinde, zarfinin lizerinde ‘Gizlidir’ notu ile asagida belirtilen
adrese, posta ile gbndermenizi rica ediyoruz.

Egitimimize yaptiginiz katkidan dolayi tesekkir eder, saygilarimi sunarim.

Atil Kurttekin
Ders Koordinatorii

Bilkent Universitesi

Giizel Sanatlar, Tasarim ve Mimarlik Fakiiltesi
Grafik Tasarim Bolimu

06800 Bilkent, Ankara, Tirkiye

Tel: 0 312 290 1745
atitk@bifkent.edu.tr
htto://gra.bilkent.edu.tr/

Belge B-1
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To be filled out by the student

Student’s Name and Surname :

Student’s Advisor:

Summer Practice Course Code: | GRA290 O GRA390 O

Thank you for your contributions,
Sincerely,

Atil Kurttekin
Course Coordinator

Bilkent University

Faculty of Art, Design and Architecture
Graphic Design Department

06800 Bilkent, Ankara, Turkey

Tel: (+90) 312 290 1745
atilk@bilkent.edu.tr
htto://gra.bilkent.edu.tr/

The following information will be filled out by the placing company.

Starting Date:

Date of Completion:

Company’s Name:

Address:

Telephone:

I accept the student’s application for Summer Practice placement.
Name and Surname:
Signature and Stamp:

Date:

Document B-2
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Ogrenci tarafindan doldurulacaktir

Ogdrencinin Adi ve Soyadi:

Ogdrencinin Danismani:

Stajin Tur: GRA290 O

GRA390 O

Egitimimize yaptiginiz katkilardan dolayi tesekkiir ederiz.
Saygilar,

Atil Kurttekin
Ders Koordinatorii

Bilkent Universitesi

Giizel Sanatlar, Tasarim ve Mimarlik Fakiltesi
Grafik Tasarim Bolimi

06800 Bilkent, Ankara, Tirkiye

Tel: 0 312 290 1745
atilk@bilkent.edu.tr
http.//gra.bilkent.edu.tr/

Basvuruyu onaylayan yetkili tarafindan doldurulacak.

Staj Baslangic Tarihi:

Staj Bitis Tarihi:

Firma Adi:

Adres:

Telefon:

Ogrencinin staj basvurusunu kabul ediyorum.
Adi ve Soyadt:
imza ve Kase:

Tarih:

Belge B-2
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CONFIDENTIAL

Name and Surname of the Student
Department and Year of the Student :
Kind of Practice, Course Code

Name of the Company

Starting and Ending Dates

Practice Period

Evaluation of Summer Practice

Department Work Period Performance* Attendance* Level of *
in the Company (Days) Success

*Please grade your evaluations from a scale of 10 (O-failure, 10-excellent)

Date
Evaluated by :
Title
Signature

Signet

Please send the form in a sealed and signed envelope to the Course Coordinator.

Atil Kurttekin
Course Coordinator

Bilkent University

Faculty of Art, Design and Architecture
Graphic Design Department

06800 Bilkent, Ankara, Turkey

Document B-3
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GIZLIDIR

Ogdrencinin Adi-Soyadi

Stajin Tiird

Kurumun Adi

Stajin Baslama ve Bitis Tarihi :

Zorunlu Staj Siiresi

Yaz Staji Degerlendirmesi*

Calistigi Calisma Gosterdigi* Devam* Basari*
Bolim Suresi Performans Durumu Derecesi

*Liitfen degerlendirmeleri 10 tam not (izerinden yapiniz.

Tarih

Degerlendirenin Adi Soyadi :

Unvani

imza

Kase

Doldurulan formun dogrudan Ders Koordinatérii’ne génderilmesi rica olunur.

Atil Kurttekin
Ders Koordinatorii

Bilkent Universitesi

Glizel Sanatlar, Tasarim ve Mimarlik Fakiiltesi
Grafik Tasarim Bolumd

06800 Bilkent, Ankara, Tirkiye

Belge B-3



