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1. WEEKLY TRAINING SUMMARY

	Week
	Work Description

	Week 1

From date – to date
	

	Week 2

From date – to date
	

	Week 3

From date – to date
	

	Week 4

From date – to date
	

	COMPANY SUPERVISOR

Name Surname:

Phone / e-mail:

DATE / SIGNATURE




2. INTRODUCTION
In this section, you will define and describe your company.

a. Industry, market share, company history, stock market information if applicable (appr.200 words)

b. Mission/Vision statements, organization chart, facility layout, company size and specifics
c. Strategies, focus (market, product, etc), customer demographic (appr. 300 words)

d. Your department, department function, interaction within the company (appr. 200 words)
e. Your job description, why did you choose this company.
3. PROCESSES AND OPERATIONAL STRUCTURE

In this section, you will focus on the core operation of the company. 

f. Describe the main operation of the firm. Add pictures, flow charts, process maps, etc. (appr. 500 words) (You need to figure out what flow chart is not covered in your courses yet) 
g. Describe all major information systems (ERP etc) employed and their purpose (appr. 500 words)
h. Discuss the Quality Management policies within your organization and provide all quality management documents.
i. Have you observed any innovative approach or activity in one of the following areas? (Technology, management process, marketing process)
j. Describe Manufacturing / Service strategy 

k. Describe one of your choice thoroughly (appr. 500 words)
· Marketing strategy

· Human Resources strategy
· Financing and Funding strategy
· Any other managerial decision-making that you found interesting
4. SAFETY AND SUSTAINABILITY POLICIES
This section focuses on complementary operations of your company. Support your answers with documents where applicable.
l. Discuss the Safety Management policies within your organization.

m. Discuss the Sustainability policies within your organization.

5. YOUR PERSONAL SUMMER TRAINING EXPERIENCE

n. Define the relations between material covered in your courses and the operations and activities at the company.

o. Define the pros and cons of summer training in this company.

6. APPENDIX

7. REFERENCES AND ADDITIONAL NOTES

Add any reference that your utilized as needed. You can also add notes about your company and supervisor. 

8. GUIDELINES

You must provide the information required and sign the report.
You must provide a soft copy and a hard copy of your report. 
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