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ÇANKAYA Unıversıty

faculty of archıtecture

department of CITY AND REGIONAL PLANNING

ABOUT REPORTS AND ANNEXES
Reports should not exceed 10 pages of text 
Reports must be signed by the supervisor from the company or institution

Reports must be submitted with ANNEXES including summer practise dairy and visual materials 

All the information given in the reports should be supported by photographs, drawings, sketches, blue-prints and such visual documentation and should be presented as an annex.
Reports must be written in English.

Pages of Report and Annex must be numbered, written in 10 font, Calibri, using 1 line spacing with 2,5 cm margins from left-right and bottom and 4cm from top, with spacing between paragraphs at 12 nk.

Reports and their annexes must be put in hard-cover files as below :



Blue colored files for Office / Private Institutions summer practices 
CRP 300



Red colored files for Public Institutions summer practices

CRP 400

DETAILS AND SCOPE OF THE REPORT
PARTS OF THE REPORT SHOULD INCLUDE THE INFORMATION ON:

1. INTRODUCTION

Type of the summer practice

Purpose of summer practice

Address of the company / institution 
Basic information on and specialization fields of the company / institution 
The dates of the period when the summer practice was done

2. WORK ORGANIZATION

Organization scheme of the company / institution
Department that the student attended

Definition and the working process of the department

The number and the duties of the employees

3. WORK PROCESS

Definition of the work that the student involved in
In which level of the work / project does the company / institution get in charge

In which level of the work / project does the department and the student get in charge 
The schedule of the work process for the given and applied work

Weekly summary of the work undertaken by student

The media used during summer practise
The latest  condition of the work / project when the student ended his/her summer practice

4. EVALUATION AND CONCLUSION

The contribution of the student to the department / company/institution / application process,
The contribution of the summer practice to the student (Professional knowledge, technique, and programs)
ANNEX: 

Daily taken notes on the development of the work process and work undertaken (supported with the visual documentation such as sketches, drawings, photographs, blue-prints, etc.)
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