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	1. Basic data regarding the institution where the internship takes place (name, address, telephone, fax, e-mail, website, person coordinating the internship in the institution)

	











































	
2. General characteristics of the institution (profile and type of activity, organizational and legal form, ownership form, tradition and history of the institution)

	
















































	3. Organizational structure of the institution (number of units, production and service facilities)

	
















































	4. Management system (management structure diagram, division of competences and responsibilities)

	


















































	5. Detailed description of the activity (what the institution does, what products it offers and what services it provides)

	















































	6. Organization of the production process and provision of services

	



















































	7. Supply organization and logistics (system of supplying materials necessary for the institution's activities)

	
















































	8. Implementation of new products and services (are new products and services being introduced, how is the process of introducing new products and services carried out, who is responsible for it)

	














































	9. Quality (approach to quality in the institution, quality assurance systems, characteristics of implemented systems, e.g. ISO, benefits obtained by the institution after implementing the system, quality costs)

	

















































	10. Pricing policy (who is responsible for setting prices, how the pricing process works, what factors are taken into account when setting prices, price offer, applicable discount and rebate system, accepted forms of payment)

	















































	11. Organization of sales and distribution (sales volume and value, used distribution and sales channels, direct sales, indirect channels)

	
















































	12. Promotion of the institution and its products (who is responsible for promotional activities, how is the promotion budget determined, forms of promotion used, advertising, sales promotion, PR activities, personal selling, sponsoring, promotion on the Internet)

	















































	13. Brand management (name and logo of the institution, labeling system of the institution, products or means of transport, colors, letterheads)

	

















































	14. Employment (number and structure of employees, recruitment procedure, employee training, remuneration system)

	

















































	15. Marketing information system (information sources used, information collection methods, information flow, information recipients, forms of data presentation - reports)

	















































	16. Institution in the macroeconomic environment (economic, demographic, technological, political and legal, cultural and social factors)

	

















































	17. Institution in the microeconomic environment (customers, suppliers, competitors, intermediaries)

	














































	18. Legal conditions affecting the institution's activity
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